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About BMS

< BANK MANAGEMENT SYSTEM

BUREAU OF THE FISCAL SERVICE

Overview

BMS assists the U.S. Treasury-Bureau of the Fiscal Service in collecting expense
information from its financial agents, analyzing those expenses, and approving the
payments online to those banks. BMS also serves as a repository of historical
expenses for research purposes.

BMS takes advantage of 21 century technology, providing browser-based access via a
user interface that is intuitive, rich in function, and easy to use. It enables us to meet
our customers’ changing business needs quickly and efficiently.

The Bank Management System (BMS) provides

BMS 1.2 Fl User Guide

An intuitive menu-driven user interface;

A flexible, secure environment for supporting business services;
Availability of data real-time to users without constraints;
Streamlined processes offering operational efficiencies;

An automated approval process;

Enhanced Reporting capability.



Getting Started

PC and Browser Basic Viewing and Access
Requirements

1. BMS is best viewed with a 1024 x 768 resolution.

The process for setting your PC monitor resolution to 1024 x 768 will depend
on the operating system version you are using. Refer to your operating
system’s Help feature to set your resolution. If BMS function buttons are not
visible at the bottom of some of the screens, even with the recommended
Resolution (1024 x 768), press F11 or select the Full Screen option under
Internet Explorer Tools.

2. BMS is compatible with only Microsoft Internet Explorer (IE10 and IE11).

3. Set your Internet Explorer browser to enable pop-ups.
The Pop-up Blocker option can usually be found under Internet Explorer Tools.
It is likely that your IE browser is already set up to enable pop-ups. If not, the
setting will probably need to be changed by a system security administrator. If
you do not have system administrator authority, you will need to coordinate this
through your local help desk.

3. Launch a new browser session before logging on to BMS.
It is a best practice to launch a new browser session before logging on to
BMS. This will also help clear your browser of any competing security

certificates.

4. Navigate the application by using the BMS menus within the BMS screen area
of your browser.

e Do not use your browser’s Back button to navigate.
e Do not refresh the browser while you are working in BMS. Use of the

browser controls will reset the browser and terminate your session in
BMS.
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Graphical Controls

You will access BMS functions through various on-screen controls, such as buttons
and menus.

o Click a button to activate it. If the text on a button is black you can select it;
if the text is gray, the action is not available.

Save Cancel

e Click an item on a drop-down menu to select it.

Level

Select Level E
Select Level

¢ Click a checkbox to select it.
Include Volume in SES?

¢ Click a radio button to select it.

Status @ Open

© Closed

e Click anitem in a list to select it.
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~ Results

0372018 2088 FRB Automstion

2784 01002
= A

FREEFDTWAI Open 2250 01002 Edit

Open

TRANSFRE
o328 1285 FRE- MIRT TWAI 7 LgeyBPDonly- 2260-0 18
072018 2034 Test 17

0372018 1802 FRE Service Ares 1211 TRANSFRB Qpen

FRETIO Open
=

o Chevron buttons expand/collapse views.

o Slide scroll bars to view all fields available.

Effective Date. Comp Plan ID Comp Plan Name Account Type m FRB Activity FRB Subactivity m
2068 2734

0342018 FRB Automation TRANSFRE Open 01002 o

0372018 1385 FRE- NIRT TWAI 7 LgeySPDonly- 2256-01002 FREBFDTWAI Open 2250 01002

022018 2034 Test17 FRBTIO Open m

0372018 1802 FRB Servica Ares 1211 TRANSFRB Open m

032016 203 Interatiib 6 test 7 DebitCard Open

0202018 2021 ES NTMD ES ACTYCO Open

0372018 1280 FRE DVS - Ops - 2458 - 12001 FRE DVS Open 2453 12001 Edit

0372016 2014 teration & test 4 GGG Debit Open

0372016 2023 TeresaGPiest AGH REX Open m

0372016 2033 To Test Include Exceptions Flag is NO FRETIO Open m D
Chnuinn REQ tn RRR nf BRR antriae

The count of records returned will be displayed below the Results grid.

Showing 1 to 10 of 4,167 entries

e Click a column header control to sort the data in ascending or descending
order. The column header control can be applied to any column in the
results window.

Effecive Date Comp Plan I Comp Plan Name Account Type m FRB Activity FRB Subactivity m
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o Click the calendar icon to open an interactive calendar and select a date.

0172014 x | B

B -

r M3 Jun
Ap ! Enter a Reporting Level ID
Jul Aug Sep
oct Mov Da

All

Helpful Features

e BMS displays the number of records returned from a search and the record
numbers currently being displayed on the screen. The records are displayed
in groups of 50.

Showing 1 to 12 of 641 entries

Example:

e BMS displays alerts that indicate whent an action is needed in order to
continue, an action is successful, or an error has occurred:

1. Warning messages alert user before canceling/exiting a screen.

Are you sure you want to abandon your changes? All changes will be lost,

Cancel
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2. Required fields are outlined in red.

AFP Code

This field is required

e Error messages alert the user an action has failed.

The file failed fo upload to the server.

e Helpful information is provided on the BMS Home page.

<0 BANK MANAGEMENT SYSTEM

Home BMI  AFPCodes  Profile  Payment  Nofficaions  Query  Reports  Security  Administaion  User  Help

* BANK
NANAGENENT
SYSTEM

WARNING! If you are not authorized to use this private network, please disconnect immediately. Unautherized access is prohibited and may result in ¢ivil and/or criminal prosecution. Users expressly
consent to having their activities monitored, recorded and shared with third parties. By your continued use of this network, you acknowledge that you have read, understoed, and agree with this warning
message.

Fiscal Service Users will be timed out after 30 minutes of inactivity in BMS is best viewed using a resolution of 1024x768.
@ accordance with Bureau of the Fiscal Service technology

penGov

8 standards.

US Department of the Treasury

1. System date and status is displayed in the upper right-hand corner of the
screen.

2. Quick Links are displayed on the lower left-hand side of the screen.
BMS 1.2 Fl User Guide 9



3. User Notices are displayed in the lower center portion of the screen.

4. System information is displayed in the lower right-hand corner of the
screen.

5. Useful links are displayed across the bottom of the screen.

In-Screen Navigation

« Tab Sequence - Use the tab key to navigate to all sections in all
screens/views, including fields within a view.

« Shift +Tab keys - Press these keys to tab backwards within a view.

e Scroll Bar - Use scroll bar on right side of screen to view multiple results within
a window.

Function Keys
e F5 refreshes the view so that you can log back into BMS after a timeout.
e F6 moves the cursor to the address bar in Internet Explorer.
« F10 activates and deactivates the Internet Explorer menu bar.

« F11 activates and deactivates the full screen mode.

Session Time-out

Session timeout occurs after 20 minutes of inactivity. At 18 minutes of inactivity, you
will receive the warning message “Your session is about to time out”. Press the Enter
key to keep the session active or the F5 function key to refresh the view so that you
can log back in.

Save frequently. If your session “times out” entered data may be lost.

In addition, you will be required to re-authenticate your session by entering your
password hourly from the time you first access the application, regardless of your
activity or inactivity in the application. Press the F5 function key to refresh the view so
that you can log back in. If this happens during your data entry process, re-enter your

BMS 1.2 Fl User Guide
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password and continue entering your work as if there was no interruption.

BMS 1.2 Fl User Guide
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User Roles: Financial Institutions

Overview

Financial Institutions’ (FIs) monthly volumes and expenses for service provided must
be reported to Fiscal Service on a monthly basis. BMS provides the ability to report
Bank Management Information (BMI), receive Business Alert Messages (BAMS),
review reports, and maintain user access. The security role and access group defined
for a user determine the functions, Compensation Plans (Comp Plan), reporting
levels, Association for Financial Professional (AFP) codes, prices, and other
information available to that user.

The BMS areas of functionality are displayed across the top of the BMS main screen.
Only those associated with the selected role will be displayed. Unless otherwise

notes, these functions include a search feature that allows the user to customize their
search and limit the results displayed.

Financial Institution Roles

Fl users may be defined to one or more of the following roles.

« Bank Management Reporter
o Local Security Administrator

Bank Management Reporter Functions

The BMS areas of functionality are displayed across the top of the BMS main screen.

« BMI: This function provides the ability for authorized users to manually enter
BMI, and create, upload and apply BMI via an Excel spreadsheet.

« Profile: This function provides the ability for authorized users to view Comp
Plan Structure, including reporting levels, AFP codes groups, AFP codes, and
prices.

« Notifications: This function provides the ability for all users to view Business
Alert Messages (BAMs).

e« Queries & Reports: These functions provide the ability to generate, view, and
print reports and queries specific to the user’s selected role.

e User: This function, which is available to all users, provides the ability for
users to view and maintain their contact information

BMS 1.2 Fl User Guide
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Help: This function, which is available to all users, provides the ability to view
and print the on-line User’s Guide and view general information about BMS.

Local Security Administrator Functions

Notifications: This function provides the ability for all users to view Business
Alert Messages (BAMs).

Queries & Reports: These functions provide the ability to generate, view, and
print reports and queries specific to the user’s selected role.

Security: This function provides the ability for authorized users to search,
update, and add, access groups.

User: This function, which is available to all users, provides the ability for users
to view and maintain their contact information.

Help: This function, which is available to all users, provides the ability to view
and print the online User’s Guide and view general information about BMS.

BMS 1.2 Fl User Guide
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BMI Menu

Overview

Users have the option of manually reporting BMI directly into the application or by
uploading an Excel template. Regardless of the method used, the user must know
the following for the services being reported:

Statement Month

Comp Plan ID and/or Comp Plan Name
Reporting Levels

AFP Codes

Volumes for each Reporting Level and AFP Code

BMI can be reported to one or more of the following BMI Reporting Levels:

e Compensation Plan Level

« Site Level

« DDA Level

e« CAN Level

The user has the ability to view derived and fixed expenses, search BMI reported for
the month, replace or change volumes already reported for the month, and assign
ALC expenses.

The specific functions, Comp Plans, reporting levels, AFP Codes, prices, and other

information available to the user may vary depending on the user’s security roles and
data permissions.

BMI Functions

The following functions are available to authorized users through the BMI drop-down
menu.

Enter EMI

Upload BMI Data
Create EMI File
Upload and Apply BMI File

ALC Expenses

Specific menu options available to the user may vary depending on the user’s role.

BMS 1.2 Fl User Guide
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« Enter BMI: Allows authorized users to view derived and fixed expenses, enter
their reporting volumes directly into BMS, search for volumes already reported,
and modify or replace volumes previously reported for each open month.

o Create BMI File: Allows authorized users to begin the Upload BMI Data
process by creating a BMI Expense Template file (also referred to as
downloading a BMI file). BMS sends the file as an attachment in Excel format
to the email address in the user’s profile. The user populates the spreadsheet
with the appropriate volumes and saves it.

e Upload & Apply BMI File: Allows authorized users to:

o Upload BMI File - Completed Expense Template is uploaded to BMS
after successfully passing initial system validation. If a file fails
validation, an error message will display indicating source of error,
and the file will not be uploaded in BMS.

o Apply BMI File — Files that have successfully uploaded to BMS can be
applied in the system and will pass a second-level validation. Users
may also view created, upload and applied files.

e ALC Expenses: Allows authorized users to view, assign, and update direct

expenses to selected ALCs for a specific statement month and Comp Plan for
which payments have been created.

BMS 1.2 Fl User Guide
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Enter BMI = All Levels

This function allows authorized users to view derived and fixed expenses and enter
reporting volumes directly into BMS, search for volumes, and modify or replace
volumes previously reported for each open month.

Enter BMI at Plan Level

1. Select BMI on the main menu and choose Enter BMI on the drop-down.

Welcome Test LindemannTest&#x5e llinde02 |

Home BMI AFP Codes Profile Payment Notifications Query Reports Security Adminisfration User Help

Enter BMI
Comp Plan Enter Comp Plan ID Enter Comp Plan Name
{Optional)
Select Statement Month March 2016 ﬂ

Search fields (all optional) include:

e Comp Plan ID — Enter all or part of the Comp Plan ID or Comp Plan

e Comp Plan Name — Enter all or part of the Comp Plan Name (this field
is optional)

e Statement Month — Defaults to the current Expense Month. From the
1% calendar day of the month through the 7™ business day of the
calendar month, the drop-down list will contain the current and prior
calendar months. For late reporter Comp Plans, the drop-down menu
will contain the previous cycle until the SES is created.

2. The authorized user may enter criteria in the Comp Plan ID/Comp Plan Name
fields to limit search results or leave blank to return all records matching the
specified statement month.

3. Click on Clear Criteria link to clear all search fields and return the screen to its
original state.

BMS 1.2 Fl User Guide 16



4.  Alist of all comp plans to which the user has access displays in the Results
window. Record count displays number of entries returned on search.

Comp Plan 1D v Comp Plan Name Net Volume Net Value
1026 200 $2007 A
1029 100 52000
1043 10 $2000
1049 100 $20 00
1055 100 588146
1078 100 $20.00
1078 100 $2000
1030 22800 sis277
1091 000 $0 00
10892 10099 .00 $999900

Showing 1 10 10 of 142 entries

The following fields display in the Results window:

e Comp Plan ID

« Comp Plan Name
o Net Volume

e Net Value

5. Select a record in the Results window.
The Details window displays Comp Plan, Site, DDA and CAN tabs. Volume and

Net Value display on the Details window header. Record count displays
number of entries returned on the search.

v Details Overall Comp Plan: Net Volume: 200 | NetValue: $20.07

Comp Plan Site | DDA | CAN

Comp Plan ID “ Total Volume Total Value Assigned To Assigned To ID

1026 Wells Fargo - First Union Matl Bank TGA Comp Plan 1026
v

Showing 1 to 1 of 1 entries

The following columns display on the Comp Plan tab:
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Comp Plan ID (default sort)
Name

Total Volume

Total Value

Assigned To

Assigned To ID

6. Select the Comp Plan ID in the Details window to display APF codes
associated with that level. Right arrow indicates an AFP Code with multiple
entries.

Owverall Comp Plan: Net Volume: 1.00 | Met Value: $881.46

Comp Plan

Comp Plan I - Tedal Volame Total Value Asdigned To Aaaigned To ID

1055 1 EE1 .46 Comp Plan 1055 L

Showing 1 10 1 af 1 enlries

AFP Code Descriptor

D000 Service Chasges - Tolal - Curmend 51.000000 51,000000
Perae
s I Lockbos Documend Shorage - Relenbon 5881 460000 50.000000 1.00 5851.46

SFESSPLIFEERPMT  Permanent and Indefinge Fes Payment £1.000050 51.000000

The following columns display for the reporting level:

AFP Code

Name

Price 1/ Price 2
Current Volume
Volume (editable field)
Replace (checkbox)
Value (calculated field)

7. Click Edit BMI to enter BMI volumes.

The Details window displays AFP Codes available for editing. Only reported
volumes are available for editing (fixed/derived volumes are not available).
Replace checkbox indicates the entered Volume replaces current volume.
Blank checkbox indicates entered volume will be added to current volume.
Note: Value is a system-calculated field.
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v Details Overall Comp Plan: Net Volume: 1.00 | Net Value: $881.46

Comp Plan

Comp Ptan 1D - Name Total Volume Total Valuwe Assigned To Assigned To 1D

1055 1 S881 46 Comp Plan 1055

Showing 1o 1 of 1 entries

|
Current

AFP Code AFP Code Descriptor Price 1 | Price 2 | Volume | Volume Replace Value
002300 Service Chasges - Total - Curent $1.000000 $1.000000
Percd
O os0e0 Lockbox Document Storage - Retention $551.460000 $1.000000 1.00 $381.46

Current Volurme
050600 $331 460000 $1 000000 100 $33146  BATOH s s
SIFGSPAIFEEPMY  Permanent and Indefinde Fee Payment $1.000000 $1.000000

=

8. Enter the desired BMI volumes and click Save to save volumes.

« Confirmation message confirms successful BMI entry.

EMI updated successfully.

o Error message indicates unsuccessful BMI entry.

9. Click the Cancel link in the Details window to cancel the BMI entry and return to
the Details window.

10. Click the Clear Criteria link to clear all fields, remove the Results and Detail
windows and restore the screen to its original state.

Enter BMI at the Site level

1. To Enter BMI data at the Site level, navigate to the Enter BMI search window
and conduct a search. A list of comp plans to which the user has access
displays in the Results window.
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2. Select a comp plan in the Results window. Details window displays.
3. Select the Site tab in the Details window and refer to steps outlined in the

Enter BMI at Plan Level (steps 2-11) section for detailed instructions on
entering and saving BMI data.

Enter BMI at the DDA level

1. To Enter BMI data at the DDA level, navigate to the Enter BMI search window
and conduct a search. A list of comp plans to which the user has access
displays in the Results window.

2. Select a comp plan in the Results window. Details window displays.

3. Select the DDA tab in the Details window and refer to steps outlined in Enter
BMI at Plan Level (steps 2-11) for detailed instructions on entering BMI data.

Enter BMI at the CAN level

1. To enter BMI data at the CAN level, navigate to the Enter BMI search window
and conduct a search. A list of comp plans to which the user has access
displays in the Results window.

2. Select a comp plan in the Results window. Details window displays.

3. Select the CAN tab in the details window and refer to steps outlined in Enter
BMI at Plan Level (steps 2-11) for detailed instructions on entering BMI data.

BMS 1.2 Fl User Guide
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Uploading & Applying BMI Files

This function allows authorized users to create, upload, and apply BMI Expense files.
This provides authorized users with an alternative to entering their reporting volumes
directly into BMS.

Create BMI File

The authorized user may opt to enter BMI volumes using an Excel template (referred
to as a BMI file) which is uploaded and applied in BMS. BMI files are downloaded
directly from BMS, edited and saved to the user’s own home directory or PC and
uploaded and applied in BMS.

1. Select BMI on the main menu and choose Upload BMI Data-Create BMI file on
the drop-down.

The Create BMI Template File screen displays. Several search fields are
available for selection. Include AFP Codes defaults to “Reported.” Download
Template file is disabled until Comp Plan is selected. Clear Criteria link is
enabled.

Create BMI File

Create BMI Template File

Comp Plan Select Comp Plan ﬂ
Reporting Level Select Reporting Level ﬂ
Reporting Level ID Select Reporting Level ID ﬂ
{Optional)
Statement Month Select Statement Month M

Included AFP Codes i Reported

[] Fixed
[] Derived

Clear Criteria

The following fields display on the Create BMI File screen:
e Comp Plan (required field)

e Reporting Level
e Reporting Level ID
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e Statement Month
e Include AFP Codes (checkbox)

2. Enter the desired search criteria and click the Download Template File button
to download a BMI template file.

A B C D E F G H | J K

Statement Current Volume

MonthiYea Comp Plan Reporting Reporting Replace as
1 r jin] Level LevellD AFP Code Source Volume Flag of 05M2/12016 Price 1 Price 2 AFP Code Descriptc
2 0512018 1008 Coemp Plan 1008 Reported 0.00 £0.000000 %1.000000 n
3 |os2016 1008 Coemp Plan 1008 Reported 0.00 $0.010000 $1.000000
4 |osz016 1008 Comp Plan 1008 Reported 0.00 50.000000 S1.000000 r
5 |05/2016 1008 Site 865 Reported 0.00 $0.000000 S1.000000
6 |05/2016 1008 Site 265 Reported 0.00 $1.000000 S1.000000
T |0si2016 1008 DDA 284 Reported 0.00 £1.000000 $1.000000 s scenanu i

Note: BMS supports only Excel 97-2003 file format.

The following columns appear on the BMI Template File:

e Statement month/year — Displays the reporting cycle month/year; not

editable

Comp Plan ID — Displays comp plan ID; not editable

Reporting Level — Comp Plan, Site, DDA or CAN; not editable

Reporting Level ID — Displays reporting level; not editable

AFP Code — Displays AFP code

Source — Derived, Fixed or Reported; not editable.

Volume — Editable field for entering BMI volume; numeric only

Replace Flag — X in this column indicates that the Volume entered in

Column G of the BMI file replaces the Current volume listed in Column

I. Note: Leaving the Replace Flag field blank will result in an

increase/decrease to the Current Volume.

e Current Volume — Displays the current volume in BMS for a given AFP
Code for the statement month/year of the reporting cycle; not editable.

e Price 1/ Price 2 — AFP Code pricing; not editable.

e AFP Code Descriptor — Description for the AFP Code displayed in
Column E of the BMI file.

3.  For every BMI entry, complete the following:
o Enter BMI data in the Volume column (Column G).
o Select Replace Flag as appropriate (if entered volume replaces current
volume).

4. Save the file in Excel 97-2003 format.

5. Atany time, click Clear Criteria in the Search window to remove the Details
and Results window, clear all fields and return the screen to its original state.
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Upload BMI File

Completed BMI template files must be uploaded and applied in order to complete the
BMI reporting process. Validation is performed during the Upload BMI File process to
ensure only valid BMI data is reported to BMS. Files that fail the validation process

will not be uploaded in BMS.

1. Select BMI on the main menu and choose Upload BMI Data-Upload and Apply
BMI File from the drop-down.

The Upload & Apply BMI File screen displays. Screen is set to initial values.

Upload and Apply BMI File

v Select BMI Files to Upload

I S N
Mo files added yet.
© Browse for File to Upload...

2. Click on Browse for File to Upload button. System directs user network drive.

3. Locate and select BMI template file to be uploaded.

System directs user back to Upload and Apply BMI File screen. File name is
displayed in Select BMI Files to Upload window. File size displays. Submit and

Delete buttons are enabled.

Upload and Apply BMI File

v Select BMI Files to Upload
1 S N

1208_Jul_2015_ADJ_Wed_Jan_13_12-00-07_EST 2016.xls 30 KB m l Delete

© Browse for File to Upload...

4.  Click Submit button to upload file. Message displays confirming successful file
upload.

File uploaded successfully. File was uploaded with 0 records rejected.
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Error message indicates unsuccessful file upload. Make necessary corrections
and save and upload file again.

The file failed fo upload to the server.

5. Click the Delete button in the Select BMI Files to Upload window to delete an
uploaded file.

Apply BMI File

Authorized users may complete the Upload & Apply BMI Data process by applying
uploaded BMI Files. Users may also view previously uploaded, created or applied
BMl files.

1. Select BMI on the main menu and choose Upload BMI-Upload and Apply BMI
File from the drop-down.

The Apply Selected BMI Files window displays. Screen is set to initial values.
Status drop-down menu is available. Column headings are sortable.

v Apply Selected BMI Files

Status Select Status v

S S S e S S

Mo data available in table

Showing 0 to 0 of 0 entries

2. Select Uploaded in the Status drop-down menu to view previously uploaded
BMI template files. Record count displays number of files with a status of
Uploaded. Apply Update and Delete buttons are enabled.
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~ Apply Selected BMI Files

Status Uploaded v
I T TS I T N
May 2016 1008 1008_May 2016.xls Uploaded 05/12/2016 02:11 PM Apply Update [

Showing 1 to 1 of 1 entries

The following fields display in the Apply Selected BMI Files window:
« Statement Month
e Comp Plan ID
o File Name (clickable link)
o Status
o User Logon
e Uploaded Date
o Actions (Apply/Delete buttons)
3. Click the Apply Update button to apply the BMI template file in BMS.

4. Message displays confirming successful file application.
File applied successfully. File was applied with 1 new transactions and 0 records rejected.

Error message indicates unsuccessful file application. Make necessary
corrections and upload then apply file again.

The file failed fo upload to the server.

5. Click the Delete button in the Apply Selected BMI Files window to delete a
created, uploaded or applied BMI Adjustments File.
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ALC Expenses

ALC Direct Expenses function allows authorized users to view, assign, and update
direct expenses to selected ALCs for a specific statement month and Comp Plan for
which payments have been created.

Select BMI on the main menu and choose ALC Expenses from the drop-down. The
ALC Direct Expense Assignment Template screen displays. Windows are available to
create, upload and apply an ALC Direct Expense Assignment template.

ALC Direct Expense Assignment
v Create ALC Direct Expense Assignment Template

Download Template File

v Select ALC Direct Expense Assignment File to Upload

I S S
Mo files added yet.
© Browse for File to Upload...
~ Apply ALC Direct Expense Assignment File

status Select Status

No data available in table

Showing 0 to 0 of 0 entries

Create ALC Direct Expense Assignment Template

1. Select the Download Template File button in the Create ALC Direct Expense
Assignment Template window. A blank template downloads in a separate
window in MS Excel format. The file contains five columns labeled CYCLE_D,
COMP_PLAN_ID, ACCOUNT_TYPE_C, ALC_CODE and EXPENSE_A.

A B | C D E
CYCLE D COMP_PLAN ID ACCOUNT TYPE C ALC CODE EXPENSE_A

1
2
3
A
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2. The authorized user may download the template to local drive or network. The
file should remain in MS Excel format. ALC Direct Expense data may be
entered in the file then saved, uploaded and applied in BMS.

Upload ALC Direct Expense Assignment File

1. Select the Browse for File to Upload button in the Select ALC Direct Expense
Assignment File to Upload window (middle pane on the ALC Direct Expense
Assignment screen). System directs user to local/network drive.

2. Select the desired ALC Direct Expense Assignment File template. System
directs user back to ALC Direct Expense Assignment screen. File is now
listed in the Select ALC Direct Expense Assignment File to Upload window.

File name and file size are displayed. Submit and Delete action buttons are
enabled.

v Select ALC Direct Expense Assignment File to Upload
I S ™ S

Copy of Direct_Expense_Fy2016.xs 25.50 KB m l Delcte

© Browse for File to Upload...

3. Message displays confirming the ALC Direct Expense file upload was successful.
File uploaded successfully. File was uploaded with 0 records rejected.

Error message displays indicating unsuccessful file upload. Make necessary
changes and upload again.

Apply ALC Direct Expense Assignment File

1. Inthe Apply ALC Direct Expense Assignment File window, select “Uploaded’
on the Status menu to view uploaded BMI Adjustment Files. Columns display
File Name, Status, User Logon and Uploaded Date fields. Apply Update and
Delete buttons are enabled. Record count indicates number of entries in
window.
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~ Apply ALC Direct Expense Assignment File

Status Uploaded
R e e S
Copy of Copy of Direct_Expense_FY2016_Test 4 xis Uploaded 05/09/2016 02:27 PM Apply Update [l

Showing 1 to 1 of 1 entries

2. Click on the Apply Update button to apply the uploaded BMI Adjustments file
(Click on the Delete button to delete the uploaded BMI Adjustments file.)

3. Message displays confirming successful upload.

File uploaded successfully. File was uploaded with 0 records rejected.

Error message displays indicating unsuccessful file application. Make necessary
changes and upload and apply file again.
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Profile Menu

Overview

BMS allows authorized users to view the Comp Plan Structure for selected Comp Plans
available to them for their specific roles and permissions. Based on the search criteria
provided by the user, BMS will display the Comp Plan structure in detail, including
reporting levels, AFP code groups, AFP codes, and prices. It will also provide a Comp
Plan Tree diagram of the Comp Plan’s basic structure.

Compensation Plan Structure

This function allows authorized users to view, update, add, and delete Comp Plan
Structure Profiles, including reporting levels, and AFP Code, AFP Code Group, and
ALCs assignments. It also provides a Comp Plan Tree ‘visual’ of the Comp Plan’s
basic structure.

Comp Plan Reporting Level

View Comp Plan Level

1. Toview Comp Plan Structure, select Profile on the mail menu and choose Comp
Plan Structure on the drop-down.

The Comp Plan Structure Search window displays. Fields are available for
selection. Search and Clear Criteria buttons are enabled.

Compensation Plan Structure

Statement
{Optional)

Comp Plan

(Optional)

Reporting Level Type Select Report Level

{Opftional)

Reporting Level
(Opticnal)

Account Type All

m Clear Criteria
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The following fields display on the Compensation Plan Structure Search screen:

o Statement ID

e« Comp Plan ID

e« Comp Plan Name

e Reporting Level Type
« Account Type

2. Enter desired search criteria and click the Search button.
The Results window displays records matching the search criteria to which the

user has access. Columns are sortable. Record count displays humber of entries
returned on search. Comp Plan Tree button is enabled for each record.

T T S I
1334 Gpen Comp Plan Tree
1576 Gpen Comp Plan Tree
2058 Gpen Comp Plan Tree

Showing 1 to 3 of 3 entries

The following fields display in the Results window:

e CompPlan ID

o Comp Plan Name

o Status

e Actions (Comp Plan Tree button)

3. Toview the Comp Plan Tree, click the Comp Plan Tree button for the desired
record.

The Compensation Plan Tree Structure screen displays. Effective Date field is
enabled for editing. Tree hierarchy displays below. Chevron buttons allow for
expanding/collapsing levels of the comp plan tree. Back to Comp Plan Structure
link is enabled.
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Compensation Plan Structure Tree

Effective Date 04/2016 E

Show Comp Plan Tree

@ Back to Comp Plan Structure

Comp Plan Tree for Comp Plan 2059 - test3170

& Comp Plan 2059 - test3170
DDA 861 - ddatest3170
Site 840 - sitetest3170

4. Select the Back to Comp Plan Structure link to return to the Compensation Plan
Search window.

5. Select a record in the Results window.

The Details window displays Comp Plan, Site, DDA and CAN tabs. Reporting
level information displays on each tab. Columns are sortable.

Comp Plan Site | DDA || CAN

Effecfive Date Comp Plan ID Comp Plan Name Assigned To Assigned To ID m

12/2014 1578 Comp Plan 1578 Azzigned Cpen

Showing 1to 1 of 1 entries

The following fields display on the Comp Plan reporting level tab:

Effective date
Comp Plan ID
Comp Plan Name
Assigned to
Assigned to ID
Assignment
Status
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6. Onthe Comp Plan tab, select a record in the details window.

The Comp Plan Assignment window displays additional information about the
selected record. Edit, Delete and View Audit Trail buttons are available.

Comp Plan Assignment

Effective Date 1272014
Comp Plan
Statement 1D
Account Type CAS
SES Line 99
Retain Indefinitely Mo

Assignment Assigned

Note: Delete button is enabled only if Comp Plan has no BMI transactions.
The following fields display in the Comp Plan Assignment window:

Effective Date
Comp Plan
Statement ID
Account Type
SES Line

Retain Indefinitely
Assignment

AFP Code Assignments and AFP Code Group Assignments display for the Comp
Plan level. Columns are sortable. Assign AFP Code and Assign AFP Code Group
buttons are enabled. Edit, Remove Assignment and View Audit Trail buttons are
enabled when an AFP Code or AFP Code Group is selected.

AFP Code Assignments

I S I T e e e e [ e e Ssinma
Mo Mo Expenss

CODE ] Standard Reportad Income 000 = No = No Seasses s wasiess %es "spess  Expense

CODE Standard  Repored  Expense 0.00 No Mo Expenze

Showing 1 to 2 of 2 entries
Assign AFP Code
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AFP Code Group Assignments

No Assigned AFP Code Group

Mo data available in table

Showing 0 to 0 of 0 entries

Assign AFP Code Group

The following fields display in the AFP Code /AFP Code Group Assignments
windows:

Type

Code

Price 1

Price 2

Service

Source
Analysis
Volume

Include Volume
Include ACES
Descriptor/Name
SES Information

Edit Comp Plan Level
1. To edita Comp Plan level, conduct a search in the Comp Plan Profile search
screen and select a record in the Results window. Click the Edit button in the
Comp Plan Assignment window.

The Comp Plan Assignment window opens for editing. Fields are available for
selection. Save and Cancel buttons are enabled.
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Comp Plan Assignment
Effective Date 04/2016

Comp Plan
Statement ID
Account Type CAS

SES Line

Retain Indefinitely

Assignment Assigned

Removed

ﬁ e

The following fields display on the Comp Plan Assignment window:

Effective Date

Comp Plan (not editable)
Statement ID (not editable)
Account Type (not editable)
SES Line

Retain Indefinitely
Assignment

2. Enter the desired changes and click on the Save button to save changes.
Message displays confirming successful Comp Plan edit.

Reporting Level updated successfully.
Error message indicates unsuccessful Comp Plan edit. Make necessary
corrections and save again.
3. Click the Cancel link in the Details window to cancel the edit.
4. Click Clear Criteria in the Search window clear all fields, close the Details and
Results windows and return the screen to its original state.
Assign AFP Code
5. To assign an AFP Code to the Comp Plan Level, select the desired comp plan in
the Results window. The Details window displays. Within the Details window is

the AFP Code Assignments window.

6. Click on Assign AFP Code button in the AFP Code Assignments window. AFP
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Code Search pop-up window displays. Search, Clear Criteria and Close Window
buttons are enabled.

AFP Code Search

TYPe @ AFF Code

(O AFP Group
AFP Code/Group Enter AFP Code/Group
(Optional)
Descriptor/iName Enter Descriptor/Name
{Optional)

Clear Criteria Close Window

7. Enter search criteria in AFP Code Search screen:

e AFP Code or AFP Group Type (required field)
e AFP Code/Group field (optional)
e Descriptor/Name field (optional)

8. Click Search buttons to return list of AFP Codes matching the search criteria.
Results window displays below.

9. Inthe Results window, click Select to assign an AFP Code to the reporting level.
The Assigned AFP Code Details window displays. Assign and Cancel buttons are
enabled.
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v Assigned AFP Code Details

AFP Code 070399DRF2F

AFP Code Descriptor ~ Merchant Card Services-Interchange Fees-MasterCard-033/CNSR-DB-RFND-GRP3

Use Default Price O

Price 1 1]

Price 2 1
Source Reported
Service Standard

Volume 0.0

Derivation Type Select Derivation Type
Formula Type Standard
Analysis Expense
SES Information Expense
Transaction Type None

Include Volume in SES? O

Include Statistic in ACES?

The following fields display in the AFP Codes Details window:

e AFP Code (not editable)
e AFP Code Descriptor (not editable)
e Use Default Price

e Pricel
e Price 2
e Source
e Service
e Volume

e Derivation Type

e Formula type

e Analysis

e SES Information

e Transaction Type

e Include Volume in SES

e Include Statistic in ACES
e Fl Reporting
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10. Make the desired selections and click on the Assign button to assign the AFP
Code to the Comp Plan level. System returns the user to the AFP Code
Assignments window.

11. Select Close Window to cancel an AFP Code Group/AFP Group assignment and
return to the Comp Plan Assignment window.

12. Select Clear Criteria link in the Search window to clear any selections and return
the Compensation Plan Structure screen to its original state.

Assign AFP Code Group

13. To assign an AFP Code Group to a Comp Plan Level, select the desired Comp
Plan in the Results window. The Details window displays AFP Code Group
Assignments window. Fields display for Code, Price 1/Price 2, Service, Source,
Analysis, Volume, Include Volume, Include ACES, Descriptor and SES
Information. Assign AFP Code Group button is enabled. Remove Assignment
button is inactive.

Note: Only one AFP Code Group may be assigned to a reporting level.

AFP Code Group Assignments

No Assigned AFP Code Group

Mo data available in table

-

Showing 0 to 0 of 0 entries

Assign AFP Code Group

14. Select the Assign AFP Code Group button. An AFP Code Group Search pop-up
displays. Search, Clear Criteria and Close Window action buttons are enabled.

AFP Code Group Search

AFP Code/Group Enter AFP Code/Group
(O ptional)

Descriptor/Name Enter Descriptor/Name

(O ptional)
Search Clear Criteria

The following fields display in the AFP Code Group Search window:
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e AFP Code/Group
e Descriptor/Name

15. Enter the desired search criteria in AFP Code Group Search window and click on
the Search button. Results window displays all AFP Code Groups to which the
user has access. Fields display for AFP Code Group, Descriptor and Actions
(Select button).

v Results
e S N

474 DDA#3940 Dept of Ed Sallie Mae- BOA %
475 DDA#8937 Dept of Ed Nelnet-BOA @
476 DDA#3924 Dept of Ed Great Lakes-BOA %
a7 DDA#8911 Dept of Ed AES/PHEAA-BOA @
185 Wachovia Justice U.S. Trustees Ibx70937 @
186 Wachovia Homeland Security. Ibx70946 %
187 Wachovia US Courts PACER Ibx70951 @
188 Wachovia Justice Drug Enf Adm Ibx 105616 @
189 Wachovia TransportationP&H MS Ibx 70985 %
190 Wachovia Agricutture NR&RS Ibx 70938 @

Showing 1 to 0 of 545 entries

16. Click the Select button next to the desired AFP Code Group to assign the AFP
Code Group to the comp plan level. System returns user to the AFP Code Group
Assignments window. AFP Code Group number displays in the header. List of
AFP Codes associated with the AFP Code Group displays. Assign AFP Code
Group button is now disabled. Remove Assignment button is enabled.

17. Click on the Clear Criteria link on the AFP Code Group Search pop-up to cancel
an AFP Code Group assignment.

18. Click on the Close Window button to close the AFP Code Group Search pop-up
and return to the AFP Code Group Assignments window.

19. Click on the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.
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Edit AFP Code Assignment

20. To edit an AFP Code Assignment at the comp plan level, select the desired AFP
Code Assignments window. The Edit button becomes enabled.

21. Click the Edit button in the AFP Code Assignments window. The Assigned AFP
Code Details window displays. Several fields are available for editing and Save
and Cancel buttons are enabled.

The following fields display in the Assigned AFP Code Details window:

AFP Code (not editable)

AFP Code Name (not editable)
Use Default Price (checkbox)
Price 1

Price 2

Source

Service

Volume (not editable)
Derivation Type (not editable)
Formula Type

Analysis

SES Information

Transaction Type

Include in SES (checkbox)
Include Statistic in ACES (not editable)
Fl Reporting
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AFP Code 070399CRT&E

AFP Code Descriptor Merchant Card Services-Interchange Fees-MasterCard-034/CNSR-CR-RFND-GRP1
Use Default Price [

Price 1 0.000000

Price 2 1.000000

Source Reporied v

Service Standard

<

Volume

Derivation Type Select Derivation Type

K4

Formula Type Standard

K4

Analysis Expense

Kq

SES Information Expense

<

Transaction Type None

Kq

Include Volume in SES? O
Include Statistic in ACES?

FIReporting? [

ﬁ Cance

22. Make the desired changes and select the Save button to save the AFP Code
Assignment.

23. Select the Cancel link to cancel changes and return to the AFP Code Assignments
window.

24. Select the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.

Note: AFP Code Group assignments cannot be edited in the Comp Plan Structure. AFP
Code Group assignments can only be added or removed within the Comp Plan
Structure.

Remove AFP Codes Assignment
25. Toremove an AFP Code Assignment from the Comp Plan reporting level, select
the desired AFP Code in the AFP Code Assignments window. Edit, Assign AFP
Code and Remove Assignment buttons are enabled. The View Audit Trail button

is active.

26. Click on the Remove Assignment button to remove the AFP Code from the Comp
Plan Structure. Pop-up window displays prompting user to confirm deletion:
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e Select Cancel to cancel the deletion.
e Select OK to complete the deletion.

27. System returns user to the AFP Code Assignments window.

Remove AFP Code Group Assignment

28. Toremove an AFP Code Group Assignment from the Comp Plan reporting level,
select the desired AFP Code Group in the AFP Code Group Assignments window.
The Remove Assignment button is enabled.

29.  Click on the Remove Assignment button to remove the AFP Code Group
Assignment. A pop-up message displays asking the user to confirm the removal.

30. Click on the Remove Assignment button to remove the AFP Code Group from the
Comp Plan Structure. Pop-up window displays prompting user to confirm
deletion:

e Select Cancel to cancel the deletion.
e Select OK to complete the deletion.

31. System returns user to the AFP Code Group Assignments window.

Comp Plan Tree

32. To view the comp plan tree for a comp plan structure, enter desired search criteria
on the Comp Plan Structure Search window and click the Search button. Comp
plans to which the user has access display in the Results window.

I ) N S [ S
1026 Wells Fargo - First Union Nall Bank TGA Open ~
1029 CITY NATIONAL BANK, TGA Open
1043 BANCO POPULAR DE PUERTO RICO, TGA (ITGA) Open
1048 ROVAL BANK OF CANADA - TGA (ITGA) Open
1055 MELLON BANK, General Lockbox Open
1075 KEY BANK M.A-1, TGA Open
1076 FIFTH THIRD BANK-TGA Open
1080 US BANK, General Lockbox Open
1091 PNCBANK, NATIONAL ASSOC, LB General Open
1082 PNG BANK - EDI Open v

Showing 1 1o 10 of 402 entries

BMS 1.2 Fl User Guide 41



33.

34.

35.

Select the Comp Plan Tree button in the Results window. The Compensation
Plan Structure Tree displays. Show Comp Plan Tree button is enabled. Back to
Comp Plan Structure link is active. A hierarchal display of the comp plan structure
tree is displayed.

Compensation Plan Structure Tree

Effective Date 11/2014 ]

Show Comp Plan Tree

@ Back to Comp Plan Structure

Comp Plan Tree for Comp Plan 1026 - Wells Fargo - First Union Natl Bank TGA

© Ccomp Plan 1026 - Wells Fargo - First Union Natl Bank TGA
© AN 6082 - Wachovia - TGA Net

Chevron buttons expand/remove to view a tree structure of Comp Plan, Site,
DDA and CAN levels, as well as associated AFP Codes/AFP Code Groups.
Data is read only.

Click on the Back to Comp Plan Structure link to return to the System returns
user to the Compensation Plan Structure screen.

View Audit Tralil

36. Click the View Audit Trail button in the Details window.

e List of record changes displays. Columns display for Reporting Level ID,
Effective Date, Action, Modified By and Modified Date (default sort).

e Change History displays below. Columns display for Field Name, Before
Change and After Change.

37. Click Close Window to close Audit Trail window.
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Site Reporting Level
View Site Assignment

1. Select Profile on the main menu and choose Comp Plan Structure on the drop-
down.

The Comp Plan Structure Search window displays. Enter desired search criteria
and click on the Search button. The Results window displays all comp plans to
which the user has access.

2. Select a comp plan from the Results window. The Details window displays comp
plan information including tabs for Comp Plan, Site, DDA and CAN levels.
Record count displays the number of entries returned.

3. Click on the Site tab to view the Site reporting level. AFP Codes/AFP Code

Groups associated with the Site level display. Records are sorted by Effective
Date/Site ID. Maintain Site and Add Site Assignment buttons are enabled.

Site | DDA

o120z 5702 - 031036030 - SSA/CMA MONTHLY 1 Comp Plan 1904 Assigned Open
o120z 440 5702 - 031736039 - US TREASURY (SSA-CYCL Comp Plan 1904 Assigned Open
012012 443 | 5702 - 031736071 - RAILROAD BOARD (MONTH Comp Plan 1904 Assigned Open
012012 448 = 5702 - 041036017 - DG-ECP Comp Plan 1904 Assigned Open
0172012 449 5702 - 041036033 - DG-OTCHET Comp Plan 1804 Assigned Open
012012 454 5702 - 041736139 - DFAS-CLEV, SPECIAL FI Comp Plan 1904 Assigned Open
012012 465 = 5702 - 044036506 - DFAS COLUMBUS CENTER Comp Plan 1904 Assigned Open
o1zmz 473 | 5702 - 051036502 - FDIC Comp Plan 1904 Assigned Open
o120z 476 | 5702 - 051036654 - U.S. SUPREME COURT Comp Plan 1904 Assigned Open
012012 485 = 5702 - 051736051 - NSA, NAPLES, ITALY, N Comp Plan 1904 Assigned Open

Showing 1 to 167 of 167 entries

The following columns display in the Details window:

e Effective Date
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Site ID

Status

Site Name
Assigned To
Assigned To ID
Assignment

Maintain Site Assignment

4.  On the Site tab, select Maintain Site button. The Site Maintenance window
displays. The authorized user may add, edit or delete a Site within the comp

plan structure. Add Site button is enabled. Back to Comp Plan Structure Details
link is active.

Compensation Plan Structure

< Back to Comp Plan Structure Details

Site Maintenance

421

422

423

424

425

426

427

428

429

430

5702 -

5702 -

5702 -

5702 -

5702 -

5702 -

5702 -

5702 -

5702 -

5702 -

011059503 -

011736020 -

011736114 -

021059506 -

021736010 -

021736269 -

021736308 -

021736311 -

031036030 -

031036166 -

Showing 1 to 168 of 168 entries

Add Site

FMS-ACH GOVT

EZPAY (US MILITARY TR

U.S. TREASURY (STV)

FMS-ACH GOWT. RECEIPT

FEDERAL RESERVE BANK

STATE DEPARTMENT- BAN

ST. LAWRENCE SEAWAY D

CHARLESTON FINANCIAL

SSACMA MONTHLY 1

TREASURY RETAIL SECUR

The following columns display:

e Side ID

e Sijte Name

e Status

Open

Open

Open

Open

Open

Open

Open

Open

Open

Open

5. Click on the Back to Comp Plan Structure Details link to the Compensation Plan
Structure screen.
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6. Click on the Clear Criteria link in the Search window to clear all fields, remove
the Results and Details window and return the screen to its original state.

Add Site Assignment
7. To add a Site Assignment to the Site reporting level, select the Site tab in the
Comp Plan Structure Details window. Maintain Site and Add Site Assignment

buttons are enabled.

8. Select the Add Site Assignment button. The Site Status window displays. Save
and Cancel buttons are enabled.

Site Status

Site ID 837

Site Name

Status Open

The following fields display in the Site Status window:
e Site ID (not editable)
e Site Name
e Status (not editable)

9. Enter data in available fields and click the Save button to save the Site
assignment. Message displays confirming successful Site addition.

Site Profile added successfully.

Error message indicates that Site addition was not successful. Correct error(s)
and save Site again.

10. Click on the Cancel link to cancel the site assignment and return to the Site
Details window.

11. Click on the Clear Criteria link in the Search window to clear all fields, remove

the Results and Details window and return the screen to its original state.

Edit Site Assignment
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12.

13.

14.

15.

16.

To edit a Site Assignment, select a Site ID in the Comp Plan Structure Details
window. The Site Assignment window displays. Edit, Add Site Assignment,
Delete buttons are enabled. View Audit Trail buttons is active.

Click the Edit button. The Site Assignment window displays for editing. Save
and Cancel buttons are enabled.

Site Assignment
Effective Date 03/2016

Comp Plan 1903 - FRB Service Area 1504
Site 581 - 1504 - 041036059 - FRB CLEVELAND-US TREA
Account Type TRANSFRB

SES Line g9

Retain Indefinitely

Assignment ® Assigned

Removed

The following fields display in the Site Assignment window:

Effective Date

Comp Plan (not editable)

Site (not editable)

Account Type (not editable)
SES Line

Retain Indefinitely (checkbox)
Assignment (radio buttons)

Make desired changes and click on the Save button. Message displays
confirming successful edit.

Reporting Level updated successfully.
If edit is not successful, error message displays. Make necessary corrections
and Save again.

Select the Cancel link to cancel the edit and return to the Site Assignment
window.

Select the Clear Criteria link in the Search window to clear all fields, remove the

Results and Details windows and return the screen to its original state.
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Remove Site Assignment

17. To delete a Site Assignment, select a Site ID in the Comp Plan Structure Details
window. Site IDs associated with the Site level display.

18. Select a Side ID. The Site Assignment window displays. Note: If a Site ID has
no BMI transactions the Delete button is enabled. Site IDs with associated BMI
transactions cannot be deleted.

19. Click on the Delete button. A pop-up window displays prompting the user to
confirm deletion.

e Click OK to remove the site assignment.
e Click Cancel to cancel the deletion and return to the Site Assignment
window.

20. Select the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.
AFP Code/AFP Code Group Assignments at Site Level
21.  The procedure for assigning AFP Codes/AFP Code Groups at the Site Level is
the same as assigning AFP Codes/AFP Code Groups at the Comp Plan level.

Please refer to for instructions on assigning/editing/removing AFP Codes/AFP
Code Groups listed on Pages 34-41.

View Audit Tralil

22.  Click the View Audit Trail button in the Details window.
e List of record changes displays. Columns display for Reporting Level ID,
Effective Date, Action, Modified By and Modified Date (default sort).
¢ Change History displays below. Columns display for Field Name, Before
Change and After Change.

23. Click Close Window to close Audit Trail window.
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DDA Reporting Level

View DDA Assignment

1. Select Profile on the main men and choose Comp Plan Structure on the drop-
down.

The Comp Plan Structure Search window displays. Enter the desired search
criteria and click on the Search button. The Results window displays all comp
plans to which the user has access.

2. Select a comp plan in the Results window. The Details window displays comp
plan information including tabs for Comp Plan, Site DDA and CAN levels.
Record count displays the number of entries returned.

3. Click on the DDA tab to view the DDA reporting level. All DDAs associated with
the DDA level display. Maintain DDA and Add DDA Assignment buttons are
enabled.

Site | DDA | CAN

I I S N T B R N
01/2001 119 RRB BUSI Comp Plan 1278 Removed Closed
01/2001 192 USBank ACH LBX CMS DDA# 152307771088 Comp Plan 1278 Removed Closed
01/2001 121 USDA RHS Comp Plan 1278 Removed Closed
032012 122 UDSARHS W Comp Plan 1278 Removed Open
072012 120 RRB Comp Plan 1278 Removed Closed
012016 190 FCC DDA 152307768688 Comp Plan 1278 Assigned Open

Showing 1 to 6 of 6 entries

Maintain DDA Add DDA Assignment

The following columns display in the Details window:

Effective Date
DDA ID

DDA Name
Assigned To
Assigned To ID
Assignment
Status
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Maintain DDA Assignment

4. Onthe DDA tab, select the Maintain DDA button. The DDA Maintenance
window displays. From this screen the authorized user may add, edit, or delete
DDAs within the comp plan structure. The Add DDA button is enabled. Back to
Comp Plan Structure Details link is active.

Compensation Plan Structure

< Back to Comp Plan Structure Details

DDA Maintenance
oo e e

19 RRB BUSI Closed
120 RRB Closed
121 UsDA RHS Closed
122 UDSARHS W Open
190 FCC DDA 152307768688 Open

192 USBank ACH LBX CMS DDA# 152307771088 Closed

Showing 1 to 6 of 6 entries

Add DDA

The following columns display in the DDA Maintenance window:

e DDAID
¢ DDA Name
e Status

5. Click on the Back to Comp Plan Structure Details link to return to Compensation
Plan Structure screen.

6. Click on the Clear Criteria link in the Search window to clear all fields, remove
the Results and Details window and return the screen to its original state.

Add DDA Assignment

7. To add a DDA Assignment to the DDA reporting level, select the DDA tab in the
Comp Plan Structure Details window. Maintain DDA and Add DDA Assignment
buttons are enabled.
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8. Select the Add DDA Assignment button. The DDA Assignment window displays.
Save and Cancel buttons enabled.

DDA Assignment

Effective Date

Reporting Level

DDA

Account Type

SES Line

Retain Indefinitely

Assignment

032016

Plan Level

Site No Site Levels Available
Select Report Level

LB General

Assigned

The following fields display in the DDA Assignment window:

DDA
Account Type
SES Line

Effective Date
Reporting level

Retain Indefinitely
Assignment (not editable)

9. Enter data in available fields and click the Save button. Message displays
confirming successful DDA assignment.

DDA Profile added successfully.

If save was unsuccessful, error message displays. Make necessary corrections

and Save again.

10. Click the Cancel link to cancel DDA level addition and return to DDA

Maintenance window.

11. Click on the Back to Comp Plan Structure Details link to return to Comp Plan
Structure Details window.
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Edit DDA Assignment

12. To edit a DDA Assignment, select a DDA ID in the Comp Plan Structure Details
window. The DDA Assignment window displays. Edit, Add DDA Assignment

and Delete buttons are enabled. View Audit Trail buttons button is active.

DDA Assignment

Effective Date
Comp Plan

DDA

Account Type
SES Line

Retain indefinitely

Assignment

=
The following fields display in the DDA Assignment window:
Effective Date

Reporting Level
DDA (not editable)

SES Line

Account Type (not editable)

Retain Indefinitely (checkbox)
Assignment (radio buttons)

13. Click on the Edit button. The DDA Assignment window displays with fields

available for editing.

DDA Assignment

Effective Date

Reporting Level

DDA

Account Type
SES Line

Retain Indefinitely

Assignment

14. Enter desired changes and click the Save button.
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successful edit.

Reporting Level updated successfully.

If the edit is not successful, an error message displays. Make necessary
corrections and Save again.

15. Select the Cancel link to cancel the edit and return to the Site Assignment
window.

16. Select the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.

Remove DDA Assignment

17. To delete a DDA Assignment, select the DDA ID in the Comp Plan Structure
Details window. DDAs associated with the DDA reporting level display.

18. In the Results window, select a DDA Assignment to be deleted. The DDA
Assignment window displays. Note: If a DDA ID has no BMI transactions, the
Delete button is enabled. DDA IDs with associated BMI transactions cannot be
deleted.

19. Click on the Delete button. A pop-up window displays prompting the user to
confirm deletion.

e Click OK to remove the site assignment.
e Click Cancel to cancel the deletion and return to the Site Assignment
window.
20. Select the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.
AFP Code/AFP Code Group Assignments at the DDA Level
21. The procedure for assigning AFP Codes/AFP Code Groups at the DDA levels
the same as assigning AFP Codes/AFP Code Groups at the Comp Plan Level.

Please refer to instructions on assigning/editing/removing AFP Codes and AFP
Code Groups listed on Pages 34-41.

View Audit Tralil
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22. Click the View Audit Trail button in the Details window.

e List of record changes displays. Columns display for Reporting Level ID,
Effective Date, Action, Modified By and Modified Date (default sort).

e Change History displays below. Columns display for Field Name, Before
Change and After Change.

23. Click Close Window to close Audit Trail window.

CAN Reporting Level

View CAN Assignment

1. Select Profile> Comp Plan Structure main menu. The Comp Plan Structure
Search window displays. Enter the desired search criteria and click on the
Search button. The Results window displays all comp plans to which the user
has access.

2. Select a comp plan in the Results window. The Details window displays comp
plan information including tabs for Comp Plan, Site, DDA and CAN levels.
Record count displays the number of entries returned.

3. Click on the CAN tab to view the CAN reporting level. CAN IDs associated with
the CAN reporting level display. The Add CAN Assignment button is enabled.

DDA | CAN

I T S A R I
01,2001 2453 HUD REVMOR Comp Plan 1375 Removed Closed
01,2001 5072 HUD MFNOTE (closed) Comp Plan 1375 Removed Closed
01,2001 4845 TRANS-SEC. (CLOSED) Comp Plan 1375 Removed Closed
01,2001 2455 HUD TITE | Comp Plan 1375 Removed Closed
012001 4834 TREAS FEMA (closed) DDA 157 Removed Closed
01/2001 4835 USDAREA Comp Plan 1375 Removed Clesed
01/2001 4847 EDU (CLOSED) Comp Plan 1375 Removed Closed
01/2001 5071 FEMA (closed) Comp Plan 1375 Removed Closed
01/2001 4841 CCC SW ARE - closed Comp Plan 1375 Removed Closed
01/2001 4844 MAT GUARD - closed Comp Plan 1375 Removed Closed

Showing 1 to 42 of 42 entries

Add CAN Assignment
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The following columns display in the Details window:

Effective Date
CAN ID

CAN Name
Assigned To
Assigned To ID
Assignment

e Status

Add CAN Assignment

1. Toadd a CAN Assignment to the CAN reporting level, select the CAN tab in the
Comp Plan Structure Details window. Add CAN Assignment button is enabled.

2. Click the Add CAN Assignment button. The CAN Assignment window opens
below. Save and Cancel buttons are enabled.

CAN Assignment
Effective Date 03/2016

ReporinglLevel Comp Plan Level

Site Level MNo Site Levels Available
DDA Level Select Report Level
CAN Select Report Level

Account Type LB ACH

SES Line

Retain Indefinitely

Assignment  Assigned

The following fields display in the CAN Assignment window:

Effective Date

Reporting level

CAN

Account Type (not editable)
SES Line

Retain Indefinitely
Assignment (not editable)
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3. Enter data in available fields and click the Save button. Message displays
confirming successful assignment.

Reporting Level added successfully.

If save was unsuccessful, error message displays. Make necessary corrections
and Save again.

4.  Click the Cancel link to cancel a CAN Assignment and return to the Comp Plan
Structure Details window.

5. Click the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.

Edit CAN Assignment

6. To edita CAN Assignment, select a CAN ID in the Comp Plan Structure Details
window. The CAN Assignment window displays. Edit, Add CAN Assignment
and Delete buttons are enabled. The View Audit Trail button is active.

The following fields display in the CAN Assignment window:

Effective Date
Reporting Level
CAN

Account Type
SES Line

Retain Indefinitely
Assigned

7. Enter data in available fields then click the Save button.

Message displays confirming successful CAN assignment.

Reporting Level updated successfully.

Error message indicates unsuccessful edit. Make necessary corrections and
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Save again.

8. Select the Cancel link to cancel the edit and return to the CAN Assignment
window.

9. Select the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.
Remove CAN Assignment

10. To delete a CAN Assignment, select the CAN ID in the Comp Plan Structure
Details window. CANs associated with the CAN reporting level display.

11. Inthe Results window, select the CAN to be deleted. The CAN Assignment

window displays. Click on the Delete button to delete the CAN assignment.
Pop-up window displays prompting the user to confirm deletion.

e Click OK to remove CAN level.
e Click Cancel to cancel deletion.

12. Select the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.
AFP Code/AFP Code Group Assignments
24. The procedure for assigning AFP Codes/AFP Code Groups at the DDA levels is
the same as assigning AFP Codes/AFP Code Groups at the Comp Plan Level.
Please refer to instructions on assigning/editing/removing AFP Codes and AFP

Code Groups listed on Pages 34-41.

View Audit Tralil

25. Click the View Audit Trail button in the Details window.
e List of record changes displays. Columns display for Reporting Level ID,
Effective Date, Action, Modified By and Modified Date (default sort).
¢ Change History displays below. Columns display for Field Name, Before
Change and After Change.

26. Click Close Window to close Audit Trail window.
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Notifications Menu

Overview

BMS provides the ability for authorized users to communicate information to users.

The type of information and recipients are based on security access roles and
permissions. These notifications will automatically display to the user already signed on
to the application when the notification becomes active. If the user is not logged on at
that time, the notification will appear the next time the user logs on, provided it has not
yet expired. The user also has the ability to view all previously viewed, un-expired
notifications available to them.

Business Alert Messages (BAMSs)

This function, which is available to all users, allows the user to view all previously
viewed, un-expired BAMs available to them. BAMs are used to notify users of important
information.

1. Click the Notifications menu at the top of the screen.

2. On the drop-down menu, click Business Alert Messages. The Business Alert
Messages screen will display.

Business Alert Messages

3. The Business Alert Messages Results screen will display the number of records
found and the list of active BAMs available to the user based on the user’s role.
The Effective Date and Time, Subject, and Expiration Date and Time will be
displayed for each BAM and the list will be sorted by effective date in
descending order.

4. Select a BAM from the list. The Details screen will display the message for the
selected BAM.

Message Body

Note: Once the expiration date and time is reached, the BAM will no longer
appear in the list.
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Queries

Overview

BMS provides the ability for users to generate queries and to view, save, print, and
download these reports. Report availability is dependent on user security roles and
permissions.

Note: Specific menu options available to the user may vary depending on the user’s role.

e« BAMs Query: This query allows authorized users to view and download Business
Alert Messages (BAMs) that have been sent to their specific roles.

o BMI Detail Query: This query allows authorized users to view and download
transaction details that were uploaded or entered via BMI Entry. The BMI Detalil
Query provides detailed information on BMI transactions reported by a Financial
Institution or adjusted by Fiscal Service. In addition, the query provides a Totals
section that provides a summary of all the transactions on the results section, as
well as, additional information on a selected AFP Code, such as the descriptor,
adjustment reason, the user that made the entry, and the date the entry was made.

o Cumulative Position Query: This query allows authorized users to view and
download information on the Comp Plan’s balance for a specified Month/Year.

« Transfer Delay Query: This query allows authorized users to view detailed Transfer
Delay information by CAN, such as deposit date, settlement date, days delayed,
transfer amount, and value of funds.

e Voucher Delays Query: This query allows authorized users to view detailed
information of each Voucher Delay by CAN, such as voucher date, voucher
number, voucher amount, and the value of funds.

o Payment Query: This query allows authorized users to view and download the FI
version of a Summary Expense Statement (SES) for a specific statement
month/year. The statement, available in PDF/Excel, includes payment information
meeting the search criteria, such as status of the Comp Plan's payment, invoice
number, a summary of expenses, as well as adjustments and adjustment reasons.

e Monthly Statement Profile Query: This query allows authorized users to view and
download detailed information on the Monthly Statement Profile, such as status,
contacts, and associated Comp Plans. For each associated Comp Plan and
reporting period, additional information is provided, such as status, account type,
and Cumulative Position.

« BMS Profile Query: This query allows authorized users to view information on the
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FI Profile, Statement Profile, Comp Plan Profile, and CAN Profile, such as Status,
Contacts, Account Type, and ABA. A guery on any one of these profiles will allow
the user to view associated information on the other three profiles.

o Rates Query: This query allows authorized users to view, save, print, and download
current and past daily rates used to calculate service prices for a specified
Statement Month/Year, such as Fed Funds rate, Investment rate, Adjusted
Investment rate, and Reserve Requirement rate.

o Value of Funds Calculator: This calculator allows authorized users to calculate a
Value of Fund Delayed for a Voucher Delay or a Transfer Delay amount for a
specified period.

BAMs Query

With this query, the authorized user has the ability to view, save, print, and download all
Business Alert Messages (BAMs) that have been sent to specific user roles.

1. Select Query on the main menu and choose BAMs Query from the drop down.
The BAMs Query displays. Several search fields are available for selection.
Users may select an option in search drop-downs. Users may enter full or partial
search criteria in fill-in search fields. Search and Clear Criteria buttons are
enabled.

BAMs Query

Effective Date

Expiration Date
(Optional)

Role(s) Sent To All
ACTA - Account Analyst ~
ACTM - Account Manager v

BMR - Bank Management Reporter

Indefinite Retention Flag All ﬂ

The following fields display in the Search window:
« Effective From Date

« Effective To Date
o Expiration From Date
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e Expiration To Date
e Role(s) Sent To
« Indefinite Retention Flag

Note: User must enter an Effective To or Effective From Date. Date range may
not exceed one year.

2. Enter the desired search criteria and click the Search button. Records matching
the search criteria display in the Results window. Columns display for Effective
Date, Expiration Data and Subject. Record Count displays number of entries
returned on search. Data is view only. The Download All button is enabled.

The authorized user may select the Download All button to download an Excel file
containing all records displayed in the Results window.

3. Select arecord in the Results window. The Details window displays additional
information about the BAM. Record Count displays number of entries returned on
search. Download Selected button is enabled.

The authorized user may select the Download Selected button to download an
Excel file containing the BAM listed in the Details window.

4.  Click the Clear Criteria link in the BAM Query Search window to clear all fields,
remove the Results and Details window and return the screen to its original
state.

BMI Detail Query

With this query, the authorized user has the ability to view, save, print, and download
transaction details that were entered or uploaded to BMS. The BMI Detail Query
provides detailed information on BMI transactions reported by a Financial Institution or
adjusted by Fiscal Service. The query provides a Totals section that provides a
summary of all the transactions on the results section, as well as additional information
on a selected AFP Code, such as the descriptor, adjustment reason, the user that
made the entry, and the date the entry was made.

1. Select Query on the main menu and choose BMI Detail query from the drop down.
The BMI Detail Query Search window displays. Several search fields are
available for selection. Users may select an option in search drop-downs. Users
may enter full or partial search criteria in fill-in search fields. Save and Clear
Criteria buttons are enabled.
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BMI Detail Query

Statement Date Enter From Date ez Enter To Date 52
Monthly Statement ID Enter Monthly Statement ID
(Optional)
Comp Flan ID Enter Comp Plan ID
(Optional)
Repom":gp';z::; All Enter a Reporting Level ID
Account Type All
AFP Code Enter an AFP Code
{Optional)
Analysis Type All
sService Type All
Source Type All
View Grand Totals Only No
Adjustments Al
Indefinite Retention All
Include Volume in SES All
Include Statin ACES All
ACES Assignment All

Clear Criteria

The following fields display in Search window:

« Statement From/To Date (required field) — Date range may not exceed
one year.

e Monthly Statement ID

e Comp Plan ID

e Reporting Level

e Account Type

e« AFP Code

e Analysis Type

e Service Type

e Source Type

e View Grand Totals Only
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Adjustments

Indefinite Retention
Include Volume in SES
Include Stat in ACES
ACES Assignment

Note: User must enter an Effective To or Effective From Date. Date range may
not exceed one year.

2.  Enter the desired search criteria and click the Search button. Click one of the
records displayed in the Results section of the screen. BMI data to which the
user has access displays in the Results window. Record Count displays number
of entries returned on search. Data is view only. Download Data button is
enabled.

The following columns display in the Results window:

Statement Date
Comp Plan ID
Reporting Level
Reporting Level ID
AFP Code
Volume

Price 1

Price 2

Value

Analysis
Service

Source

The authorized user may click the Download Data button to download an Excel
file containing all BMI records displayed in the Results window.

3. Select arecord in the Results window. The Details window displays. Totals and
Detail View tabs are available. Data is read only. Record Count displays
number of entries returned on search.

The following fields display on the Totals tab:
e Total Volume

Total($) Adjustments

Total($) Statistic

Total($) Income

Total($) Expense

Net Total Value

The following fields display on the Detail View tab:
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¢ Include Volume in SES
¢ Indefinite Retention

e Include Statin ACES

e ACES Assignment
AFP Code Descriptor
Adjustment Code
Adjustment Reason
Login ID

Date/Time

4.  Click on the Clear Criteria link to clear all fields, remove the Results and Details
windows and return the screen to its original state.

Cumulative Position Query

With this query, the authorized user has the ability to view, save, print, and download
information on the Comp Plan’s balance for a specified Month/Year.

1. Select Query on the main menu and choose Cumulative Position Query on the
drop-down. The Cumulative Position Query Search screen displays. Search
fields are available for selection. Users may select an option in search drop-
downs. Users may enter full or partial search criteria in fill-in search fields.
Search and Clear Criteria buttons are enabled.

Cumulative Position Query

Statement Date
Monthly Statement ID
(Optional)

Comp Plan ID
(Optional)

Account Type Al ﬂ

Search Clear Cnteria

The following fields display in the Search window:

Statement From/To Date
Monthly Statement ID
Comp Plan ID

Account Type
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Note: User must enter a Statement From or Statement To Date. Date range
may not exceed one year.

2. Enter the desired search criteria and click on the Search button. Records to
which the user has access display in the Results window. The Details window
displays Cumulative Position summary information. Record count displays
number of entries returned on search. Data is view only. Download All button is
enabled. Download Selected button is disabled.

3. Select arecord in the Results window.
The Details window displays detailed information related to the selected record.
The following fields display in the Details window:

e Total Monthly Analysis Payments
e Net Gain/Loss
e Cumulative Position

4. Click on Download All button in the Results window to download an Excel file
containing all records in the Results window.

5. After selecting a record in the Results window, click on the Download Selected
button to download an Excel file containing information on the selected record.

6. Click the Clear Criteria button to clear all fields, remove the Results and Details
windows and return the screen to its original state.

Transfer Delay Query

With this query, the authorized user has the ability to view and download daily Transfer
Delay information by CAN, such as deposit date, settlement date, days delayed,
transfer amount, and value of funds.

1. Select Query on the main menu and choose Delay Queries — Transfer Delay
Query on the drop-down. The Transfer Delay Query Search screen displays.
Search fields are available. Users may select an option in search drop-downs.
Users may enter full or partial search criteria in fill-in search fields. Search and
Clear Criteria buttons are enabled.
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Transfer Delay Query

Monthly Statement Date Enter From Date j Enter To Date E
CAN Enter CAN ID Enter CAN Name
{Optional)

Comp Plan ID Enter Comp Plan ID
(Optional)

ABA Enter ABA

(Optional)
Search Clear Criteria

The following fields display in the search window:

e Monthly Statement From/To Date

« CANID

« CAN Name

e« Comp Plan ID
[ ] ABA

Note: User must enter a From Date or To Date. Date range may not exceed
one year.

2. Enter the desired search criteria and click on the Search button. Records to
which the user has access display in the Results window. Download All and Run
All buttons are enabled

The following columns display in the Results window:

« Monthly Statement Date

« CANID

e« Comp Plan ID
« ABA

e FI Name

The Details window displays information related to Transfer Delays. Totals, T-
Delay Info and Details tabs are available.

The following fields display on the Totals tab:
e Item Count

« Net Total Transfer Amount
e Net Total T-Delay
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3. Select a record in the Results window to display additional information on the T-
Day Delay Info tab related to the selected record.

The following fields display on the T-Delay tab:

Deposit Date

Expected Settlement Date
Actual Settlement Date
Transfer Amount

Expedite Status

Delay Start Date

Delay End Date

Days Delayed

Value of T-Delay

4. Click the Download Selected button to download an Excel file containing
summary and detail information related to the selected Transfer Delay record.

5. Click the Run Selected button to download a PDF file containing summary and
detail information related to the Transfer Delay record.

6. Click the Clear Criteria button to clear all fields, remove the Results and Details
windows and return the screen to its original state.

Voucher Delay Query

With this query, the authorized user has the ability to view and download information of
each Voucher Delay by CAN, such as voucher date, voucher number, voucher
amount, and the value of funds.

1. Select Query on the main menu and choose Voucher Delay Query on the drop-
down. The Voucher Delay Query Search screen displays. Several search fields
are available for selection. Users may select an option in search drop-downs.
Users may enter full or partial search criteria in fill-in search fields. Search and
Clear Criteria buttons are enabled.
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Voucher Delays Query

Statement Date Enter Statement From Date 2223 Enter Statement To Date E
CANID Enter CAN IC
{Optional)
Monthly Statement ID Enter Monthly Statement ID
{Optional)
Comp Plan ID Enter Comp Plan ID
{Optional)
Financial Institution Name Enter Financial Institution Name
(Optional)
ABA Enter ABA
{Optional)

Clear Criteria

The following fields display in the Search window:

« Statement Month From/ To Date
« CANID

e Monthly Statement ID

e Comp Plan ID

« Financial Institution Name

« ABA

Note: User must enter a Statement From or Statement To Date. Date range may
not exceed one year.

2. Select a record in the Results window. The Details window displays additional
information about the selected record. The Run Report button is enabled.

The following columns display in the Details window:

e Voucher Date

e Deposit Date

« Expedite Status
e Voucher Number
e Voucher Type

e Voucher Amount
o Start Date

« End Date

e Days Delayed

e Average Daily Rate
e Value of Funds
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3. Click the Run Report button to download a PDF report containing information
displayed in the Details window.

4.  Click the Clear Criteria button in the Search window to clear all fields, remove
the Results and Details windows and return the screen to its original state.

Payment Query

With this query, the authorized user has the ability to view and download the FI version
of a Summary Expense Statement (SES) for a specific statement month/year. The
statement, generated in PDF or Excel, includes payment information meeting the
search criteria, such as status of the Comp Plan's payment, invoice number, a
summary of expenses, as well as adjustments and adjustment reasons.

Please Note: This query is very similar to the SES Query. The difference is the SES
Query includes audit trail and analysis information.

1. Select Query on the main menu and choose Payment Query on the drop-down.
The Payment Query Search window displays. Several search fields are
available for selection. Users may select an option in search drop-downs. Users
may enter full or partial search criteria in fill-in search fields. Search and Clear
Criteria buttons are enabled.

Payment Query

Statement Dates

Date Authorized
(Optional)

Monthly Statement ID
(Optional)

Comp Plan ID
{Optional)

Account Type All ﬂ

Invoice Number
(Optional)

The following fields display on the Search window:

e Statement From Date
e Statement To Date
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e Date Authorized From Date
e Date Authorized To date

e Monthly Statement ID

e Comp Plan ID

e Account Type

e Invoice Number

Note: User must enter a From Date or To Date. Date range may not exceed one
year.

2. Enter the desired search criteria and click on the Search button. The Results
window displays records to which the user has access. Record Count displays
number of entries returned on search. Data is view only. Download All button is
enabled.

The following columns display in the Results window:

o Statement Date

o Statement ID

e Comp Plan ID

« Comp Plan Name
e Account Type

e Payment Status

o Payment Amount
e Date Authorized

o Expected ACH Settlement
e Invoice Number

o Net Total

3. Select arecord in the Results window. The Details window displays. SES and
Adjustment Reason tabs are available. Record Count displays number of entries
returned on search. Data is view only. Download Selected and Run Selected
buttons are enabled.

The following columns display on the SES tab:

e Reporting Level

e Reporting Level Name

o Expense

e Volume

e Value of Funds

e Investable Balances

« Earnings on Investable Balances
e Miscellaneous Adjustments

e Prior Period Adjustments

« Balance Due Fiscal Service
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« Total (Expenses Only)
e Sub-Total (Expenses & Adjustments)
« Net Total (Expenses, Adjustments, Earnings, VoF & Balance Due FS)

The following columns display on the Adjustment Reasons tab:

Reporting Level ID
AFP Code
Expense

Volume

Reason Code
Additional Reason

4.  Click on the Download All button in the Results window to download an Excel file
containing records displayed in the Results window.

5. Click on Download Selected in the Details window to download an Excel file
containing data displayed in the Details window.

6. Click on Run Selected in the Details window to download a PDF file containing
data displayed in the Details window.

7.  Click the Clear Criteria link in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.

Monthly Statement Profile Query

With this query, the authorized user has the ability to view and download information
on the Monthly Statement Profile, such as status, contacts, and associated Comp
Plans. For each associated Comp Plan, additional information is provided, such as
status, account type, and Cumulative Position.

1. Select Query on the main menu and choose Profile Queries — Monthly Statement
Profile Query on the drop-down.

The Monthly Statement Profile Query displays. Several search fields are
available for selection. Users may select an option in search drop-downs.
Users may enter full or partial search criteria in fill-in search fields. Search and
Clear Criteria buttons are enabled.
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Monthly Statement Profile Query

Monthly Statement Enter Statement ID Enter Statement Name
(Optional)

Comp Plan ID E
(Optional)
Minority Bank All ﬂ
Statement Level Payment All ﬂ
Profile Status All ﬂ

Clear Criteria

2. Enter the desired search criteria and click on the Search button. Results display
in the Results window. Record count displays humber of entries returned. Data
is view only.

The following columns display in the Results window:

e Monthly Statement ID

o Statement Name.

e Comp Plan ID

o Status

o Statement Date

« Statement level Payment Flag
e Minority Bank

3. Select arecord in the Results window. The Details window displays information
related to the selected record. Contact Information and Associated Comp Plans
tabs are available for selection. Data is view only. Run Report button is enabled.

The following fields display on the Contact Information tab:

o Community
e Role

e Last Name
e First Name
e Phone

e Emall

The fields display on the Associated Comp Plans tab:

« Comp Plan ID
« Comp Plan Name
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« Comp Plan Status

e Account Type

« Comp Plan Type

e Threshold Amount
o Cumulative Position

4.  Click on the Run Report button to download a PDF report containing information
related to the selected record.

5. Select the Clear Criteria button in the Search window to clear all fields, remove
the Results and Details windows and return the screen to its original state.

BMS Profile

With this query, the authorized user has the ability to view information on the FI Profile,
Statement Profile, Comp Plan Profile, and CAN Profile, such as status, contacts,
account type, and ABA. A query on any one of these profiles will allow the user to view
associated information on the other three profiles.

1. Select Query on the main menu and choose Profile Queries — BMS Profile on the
drop-down.

The BMS Profile Search screen displays. Profile Type drop-down menu is
available for selection. Search button is disabled. Clear Criteria buttons are
enabled.

BMS Profile View

Profile Type Select a Profile ﬂ

Clear Criteria

2. Select the desired profile type on the drop-down. Search screen displays the
appropriate search fields and drop-downs.
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Profile Type Statement Profile ﬂ
Statement
{Optional)

Minority Bank All ﬂ

Profile Status All ﬂ

Search Clear Criteria

3. Enter the desired search criteria and click on the Search button.

The Results window displays records to which the user has access. Record Count
displays number of entries returned on search. Data is view only.

The following columns display in the Results window:

e Statement Profile
o Statement ID
o Statement Name
e Comp Plan Profile
oComp Plan ID
o Comp Plan Name
e CAN Profile
o CAN ID
o CAN Name
¢ Financial Institution Profile
o FI ABA
o Financial Institution Name

4. Select a record in the Results window.
The Details window displays Statement Profile, Comp Plan Profile, CAN Profile
and Financial Institution Profile tabs containing additional information about the
selected record. Data is view only.
The following fields display in the Details window tabs:
e Statement Profile
o Statement Number
o Minority Bank
o Profile Status

e Comp Plan Profile
o Comp Plan
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Payment Type
TIN #
Account Type
Plan Status

0 O O O

e CAN Profile
o CAN
Account Type
DDA
FRB District
Comp Plan ID
Financial Institution ABA
Statement ID
Profile Status

0O O O O O O O

e Financial Institution Profile
o Financial Institution Name
ABA
ABA Status
Financial Institution Type

o]
o]
o]
o Profile Status

5. Click the Clear Criteria button in the Search window to clear all fields, remove
the Results and Details windows and return the screen to its original state.

Rates Query

This query allows authorized users to view and download current and past daily rates
used to calculate service prices for a specified Statement Month/Year, such as Fed
Funds rate, Investment rate, Adjusted Investment rate, and Reserve Requirement rate.

1. Select Query on the main menu and choose Rates Query from the drop-down.

The Rates Query Search window displays. Statement Date drop-down is available
for selection. Search button is disabled. Clear Criteria button is enabled.

Rates Query

Statement Date

Clear Criteria
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2. Select a statement date in the drop-down. Search button is enabled.

Statement Date 01/2016

m Clear Criteria

3. Click the Search button. The Results window displays records to which the user
has access. Record count displays number of entries returned on search. Data is
view only. Download Data button is enabled.

The following columns display in the Results window:

« Date of Rate

o Fed Funds Rate

e Investment Rate

e Adjustment Investment Rate

o Average Monthly Rate Factor for Average Negative Collected Balances
« Average Monthly Rate Factor for Average Positive Collected Balance

o Reserve Requirement

4. Click the Download Data button to download an Excel file containing information
displayed in the Results window.

5. Click the Clear Criteria button in the Search window to clear all fields, remove the
Results and Details windows and return the screen to its original state.

Value of Funds Calculator

With this calculator, the authorized user has the ability to calculate a Value of Funds
Delayed for a Voucher Delay or a Transfer Delay amount for a specified period.

1. Select Query on the main menu and choose Value of Funds Calculator on the
drop-down.

The Value of Funds Calculator screen displays. Delay Type drop-down menu is
available for selection.
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Value of Funds Calculator

Delay Type Select Delay Type

2. Select Transfer Delay as the Delay Type on the Calculator screen to view the
Transfer Delay Calculator screen. Search fields are available for selection.
Users may select an option in search drop-downs. Users may enter full or partial
search criteria in fill-in search fields. Search and Clear Criteria buttons are

enabled.

- catator |

Delay Type Transfer Delay

Expected Transfer Date Enter Expected Transfer Date iz

Actual Transfer Date Enter Actual Transfer Date iz

Transfer Amount Enter Transfer Amount
CAN Enter CAN
{Optional)
Expedite Transfer DetlggﬁFo!::ﬂgl‘,; Mo
Transfer Delay Grace Days 0

{Optional)

Calculate Clear Criteria

The following fields display on the Transfer Delay Calculator screen:

Delay Type (required field)

Expected Transfer Date (required field)
Actual Transfer Date (required field)
Transfer Amount (required field)

CAN

Expedite Transfer Delay Flag

Transfer Delay Grace Days

3. Enter the desired criteria on the Transfer Delay Calculator screen and click on
the Calculate button.

The Transfer Delay Detail Information window displays the following fields:

e Delay Start Date
e Delay End Date
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e Number of Days Delayed
e Transfer Amount

e Average Daily Rate

e Value of Funds Delayed

4. Select Voucher Delay as the Delay Type on the Calculator screen to view the
Voucher Delay Calculator screen. Search fields are available for selection.
Users may select an option in search drop-downs. Users may enter full or partial
search criteria in fill-in search fields. Search and Clear Criteria buttons are
enabled.

Delay Type Voucher Delay ﬂ

Voucher Date Enter Voucher Date EE
Voucher Deposit Date
Voucher Amount

CAN
{Optional)

Expedite Voucher Delay Flag No ﬂ
{Optional)

Voucher Delay Grace Days 0
{Optional)

Voucher Delay Flag No ﬂ

{Optional)
Calculate Clear Criteria

The following fields display on the Voucher Delay Calculator screen:

Delay Type (required field)

Voucher Date (required field)
Voucher Deposit Date (required field)
Voucher Amount (required field)
CAN

Expedite Voucher Delay Flag
Voucher Delay Grace Days

Voucher Delay Flag

5. Enter the desired criteria on the Transfer or Voucher Delay Calculator screen
and click on the Calculate button.

The Voucher Delay Detail Information window displays the following fields:

e Delay Start Date
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Delay End Date

Number of Days Delayed
Transfer Amount
Average Daily Rate
Value of Funds Delayed

6. Click the Clear Criteria link in the Calculator screen to clear all fields, remove
the Details window and return the screen to its original state.
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Reports

Overview

BMS provides the ability for users to generate reports and to view, save, print, and
download these reports as well as the reports automatically generated by the
application. Report availability is dependent on user security roles and permissions.

Specific menu options available to the user may vary depending on the user’s role.

o Monthly Statement Report: This report allows authorized users to view, save, and
print the Monthly Statement generated in PDF for a specified FI and month/year
after the account analysis cycle has ended and exception processing has been run.
It lists all the transactions by Comp Plan, reporting period, and Reporting Level in
summary and in detail. AFP Codes not reported against are not included in the
report.

o Preview Comp Plan Statement: This query allows authorized users to view, save,
and print the results of BMI activity and monthly analysis for a specific Comp Plan
and Statement Month/Year. The Preview Comp Plan Statement, generated in PDF,
lists all the transactions by Reporting Level in summary and in detail. AFP Codes
not reported against are not included in the statement.

« View Scheduled Reports: This function allows authorized users to locate, view,
save, and print reports automatically generated by BMS as well as reports
generated by a user. If a user-generated report request exceeds the BMS time limit
allotted to generate the report for immediate presentment on the screen, the user
can access the completed report via this function.

Monthly Statement Report

With this report, the authorized user has the ability to view, save, and print the Monthly
Statement generated in PDF for a specified FI and month/year after the account
analysis cycle has ended and exception processing has been run. It lists all the
transactions by Comp Plan and Reporting Level in summary and in detail. AFP Codes
not reported against are not included in the report

1. Select Reports on the main menu and choose Monthly Statement Report from
the drop-down.
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Monthly Statement Report

Statement Date

Monthly Statement Enter Statement ID Enter Statement Name
(Optional)

Comp Plan ID
(Optional)

Account Type All v

m Clear Criteria

The Monthly Statement Search screen displays. Search fields are available for
selection. Search and Clear Criteria buttons are enabled. The following fields
display on the Monthly Statement Report Search screen:

« Statement From Date (required field)
o Statement To Date

e Monthly Statement ID

e Monthly Statement Name

e Comp Plan ID

e Account Type

2. Enter the desired search criteria and click the Search button.
The Results window displays records matching search criteria to which the user
has access. Data is view only. Record count displays number of entries
returned on search. Run Report button is disabled until record is selected.
The following columns display in the Monthly Statement Report Results window:
o Statement Date
o Statement ID
o Statement Name
« Total Net Balance
3. Select a Monthly Statement Date in the Results window and click the Run Report
button to download a PDF file containing additional information about the
selected Monthly Statement.
Downloaded report contains the following columns:

e Contact Information
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Summary Information
Monthly Analysis Payments
Emergency Track Payments
Net Gain or Loss

BMI Detail

Deposit Information

4. Click the Clear Criteria link in the Search window to clear all fields, remove the
results window and return the screen to its original state.

Preview Comp Plan Statement

With this query, the authorized user has the ability to view, save, and print the results of
BMI activity and monthly analysis for a specific Comp Plan and Statement Month/Year.
The Preview Comp Plan Statement, generated in PDF, lists all the transactions by
Reporting Level in summary and in detail. AFP Codes not reported against are not
included in the statement.

Note: Until the account analysis cycle has ended and a Monthly Statement is
produced, the Bank Management Information on the Preview Comp Plan Statement
may change because of adjustments processed by the Account Analyst.

1. Select Reports on the main menu and choose Preview Comp Plan Statement on
the drop-down.

2. The Preview Comp Plan Statement Search screen displays. Several search
fields are available for selection. Search and Clear Criteria buttons are enabled.

Preview Comp Plan Statement

Monthly Statement Date

Monthly Statement ID
(Optional)

Comp Plan ID
(Optional)

Account Type All v

m Clear Criteria

The following fields display on the Preview Comp Plan Statement Search
screen:
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e Monthly Statement From Date (required field)
e Monthly Statement To Date (required field)

e Monthly Statement ID

e Comp Plan ID

e Account Type

Note: Monthly Statement From/To date range cannot exceed one calendar
year.

3. Enter the desired search criteria and click the Search button.

The Results window displays records matching search criteria to which the user
has access. Record count displays number of entries returned on the search.

4. Select a record in the Results window.

The Details window displays additional information about the selected record.
Summary, Contact Information, Monthly Analysis Payments, Emergency/Track
Payments, Net Gain/Loss, BMI Detail and Deposit tabs display. Data is view
only. Record count displays on tabs with multiple entries. Run Report button is
enabled on all tabs.

Summary Contact Information lonthly Analysis Payments | Emergency/Track Payments | Net Gain/Loss | BMI Dets Deposit

Monthly Statement ID
Statement Name
ECR 0.25%
Beginning Balance 50.00
Ending Balance $0.00
Monthly Analysis Payments
Emergency/Track Payments 50.00

Total Net Gain/Loss
Run Report

The following fields display on the Summary tab:

e Monthly Statement ID
o Statement name

« ECR

e Beginning Balance
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Ending Balance

Monthly Analysis Payments
Emergency/Track Payments
Total Net Gain/Loss

The following fields display on the Contact Information tab:

Last Name
First Name
Phone Number
Email Address

The following fields display on the Monthly Analysis Payments tab:

Expense Month/Year
AFP Code

Volume

Price 1

Price 2

Value

The following fields display on the Emergency/Track Payments tab:

Emergency Type
Monthly Statement Date
Reason

Beginning Balance
Payment Amount

Offset

Ending Balance

The following fields display on the Net Gain/Loss tab:

Comp Plan ID

Site

DDA

CAN

Reporting Level Name
Income

Expense

Net Gain/Loss

Total Net Gain/Loss

The following fields display on the BMI Detalil tab:
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Comp Plan ID
Site

DDA

CAN

AFP Code
Exceptions
Analysis type
Source
Volume
Price 1

Price 2
Value

The following fields display on the Deposit tab:

Comp Plan ID
Site

DDA

CAN

Total Credits
Total Debits
Net Credits

5. Click the Run Report button to generate the Preview Comp Plan Statement in
PDF format for the record selected. The statement consists of multiple sections.
Only sections with data will appear.

« Contact Information

e Summary Information

« Monthly Analysis Payments
« Emergency/Track Payments
e Net Gain or Loss

e BMI Detall

« Deposit Information

6. Click the Clear Criteria link in the Search window to clear all fields, remove the
results window and return the screen to its original state.

View Scheduled Reports

With this function, the authorized user has the ability to locate, view, save, and print
reports automatically generated by BMS as well as reports generated by the user. If a
user generated report request exceeds the BMS time limit allotted to generate the
report for immediate presentment on the screen, the user can access the completed
report via this function.
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1. Select Reports on the main menu and choose View Scheduled Reports from the
drop-down.

The View Scheduled Reports Search screen displays. Several optional search
fields are available for selection. System inserts User ID into User ID field.
Search and Clear Criteria buttons are enabled.

View Scheduled Reports

Request ID
(Optional)

UserID
(Optional)

Report Name
(Optional)

Report Dates Enter From Date o Enter To Date
(Optional)

ik

Batch Reports
(Optional)

m Clear Criteria
The following fields display on the View Scheduled Reports Search screen:

« RequestID

e User ID (system inserts User ID)
e Report Name

e Report From Date

e Report To Date

o Batch Reports

2. Enter the desired search criteria and click the Search button.

The Results window displays reports matching the search criteria. Record Count
displays number of entries returned on search. Active report link is active (Report
Name). Delete button is enabled.

The following fields display in the Results window:

e RequestID

e Report Name (shown as active link)
o Creation Date/Time

o Created By

o Status
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e Action (Delete button)

3. Click on a Report Name link to download an Excel/PDF copy of the report (file
format varies according to report listed).

Note: Report Status must be “Complete” in order to view/download the report.

4. Click the Delete button in the Action column to delete the report. A pop-up
message prompts the user to confirm the delete request.

Note: Delete button will only be clickable for the reports created by the user.
The delete button will be grayed out for reports created during the batch process
or by other users.

5. Click the Clear Criteria link in the Search window to clear all fields, remove the
results window and return the screen to its original state.
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Security

Overview

BMS provides the ability for authorized users to search and update access groups.
Access groups filter the approved views for a particular user or group of users. The
specific functions and information available to the user may vary depending on the
user’s security roles and permissions.

Note: Provisioning of users access is managed through the Treasury’s IBM Tivoli
Identity Manager Application. To Create, Modify, Suspend, Restore, and Delete a user’s
BMS access, please refer to the ITIM enrollment and the approval process outlined in
Appendix I.

User Access Group Assignment

1. Select Security on the main menu and choose User Access Group Assignment
from the drop-down.

The User Access Group Assignment Search screen displays. Several optional
search fields are available for selection. Search and Clear Criteria buttons are
enabled.

User Access Group Assignment

UserID
{Optional)

User First Name
(Optional)

User Last Name
{Optional)

Access Group ID
(Optional)

Assignment Status All

Clear Criteria

The following fields are displayed on the Access Group Search screen:

e UserlID

e User First Name

e User Last Name

e Access Group ID

e Assignment Status
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2. Enter the desired search criteria and click the Search button.

The Results window displays records matching search criteria to which the user
has access. Columns display for User ID, User Name, Access Group ID, and
Assignment Status. Record count displays number of entries returned on search.

Showing 1 10 3 of 3 entries

3. Select a record in the Results window.

The Details window displays additional information about the selected record.
Approve, Reject, Edit, and View Audit Trail buttons are enabled.

user Name

Organization

Financial Institution Contact
ess Group

Access Group Status

4. Click the Clear Criteria button in the Search screen to clear all fields, remove the
Results and Details windows and return the screen to its original state.

Edit User Access Group Assignment

1. To Edit a User Access Group Assignment, select a record in the Results window
and click on the Edit button in the Details window. The Financial Institution Contact

and Access Group dropdown fields are available for edit.

BMS 1.2 Fl User Guide 89



Last updated by fservi18 on 05/06/2016 at 01:41 PM

UserID clsate01
User Name citibank Isatesttwo
Organization F1 - 021000089

Financial Institution Contact Yes

Access Group MS1018CP1563-Citi Bank

Click Save to confirm all changes. A message appears confirming successful
updates.

Select the Clear Criteria in the Search window link to clear all fields, remove the
Details and Results windows and return the screen to its original state.

Approve Pending User Access Group Assignment

1. To Approve a Pending User Access Group Assignment, select Pending from the

3.

4.

Assignment Status drop down in the Search menu. Then click Search. Only
pending records which the user has permissions to view will be displayed.

Select a record in the Results window and click on the Approve button in the
Details window.

Note: The Approve button will only be enabled for records with a Pending
assignment status which the user has permissions to approve. A user can not
approve their changes.

A message appears confirming successful updates.
User Assignment Approved Successfiully

Select the Clear Criteria in the Search window link to clear all fields, remove the
Details and Results windows and return the screen to its original state.

Reject Pending User Access Group Assignment

1.

To Reject a Pending User Access Group Assignment, select Pending from the
Assignment Status drop down in the Search menu, then click Search. Only
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pending records which the user has permissions to view will be displayed.

2. Select a record in the Results window and click on the Reject button in the Details
window.

Note: The Reject button will only be enabled for records with a Pending

assignment status which the user has permissions to approve. A user can not
approve their changes.

3. A message appears confirming successful updates.

¥ w Y mnt E =1} % 2 folls
Assignmeant Rejecled Successiully

View Audit Trail
1. Click the View Audit Trail button in the Details window.
e List of record changes displays. Columns display for User ID, Action,
Modified By and Modified Date (default sort).
e Change History displays below. Columns display for Field Name, Before

Change and After Change.

2. Click Close Window to close Audit Trail window.
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User Menu

Overview

BMS provides the ability for all users to view and manage their profile.

My Profile

This function, which is available to all users, allows the user to view and maintain their
user profile.

1. Select User on the main menu and choose My Profile on the drop-down.

Last updated by S on 02/16/2016 at 12:03 PM
Logon ID
First Name

Last Name

Phone Number and
Extension

Email Address

false Expense Approval

false Expense Verific ation

false Payment Approval

false Payment Authorization

false Payment Verification

false Receive Email Financial Institution Payment
Edit

The My Profile screen displays the following fields:

e LogonID

e First Name

o Last Name

e Phone Number and Extension
« Email Address

« Email Lists
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Note: The Email Address is used by BMS to deliver BMI Expense Template
files and emails informing and/or reminding the user that an SES is awaiting
their action.

2.  Click the Edit button to update the Email Opt-Out column of the Email Lists
table.

3. Click the Save button. A confirmation message will tell you the status of the
updates.

4. Click the Cancel button to ignore all updates and return all fields to their original
values.

Help Menu

Overview

BMS provides the ability for all users to access the online User’'s Guide and to view
helpful information about the BMS application.

Help Contents

This function allows authorized users to access the Financial Institution online User’s
Guide.

1. Click the Help menu at the top of the screen.

2. On the drop-down menu, click Help Contents. The Financial Institution version
of the BMS User Guide will open in a separate browser window.
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Log Out

This function, which is available to all users, allows the user to log out of the BMS
application.

Click the Log Out link at the top right corner of the screen.

The user is logged out of BMS application. A message alerting the user that they have
successfully logged out is displayed.

'3' T BUREAL OF THE

\ FISEH| Senuce
B oo o e i oo,

You have successfully logged cut. To end your sassion securely, plezse close your browsar.

Close Browsar
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Appendix |- Local Security Administrator Guide

Introduction

This guide contains two sections. The first is directed to all individuals accessing
BMS. The second is intended for Local Security Administrators (LSAs) at Financial
Institutions responsible for managing the access of others.

e BMS is a single sign-on application user ITIM for user provisioning to provide
enhanced sign-on and password functionality to all Treasury applications.

e The User Name, Treasury User ID, Logon ID and User ID are terms used
interchangeably within the application when setting up additional LSAs or
users when changing passwords.

Accessing the Application

Logging On

Log onto https://reg.fms.treas.gov/itimext

¢ Remember to bookmark the site!

e The web address above will go directly to ITIM. After BMS is in production, the
Manage Users navigation item will also take users to ITIM.

e The user ID and password will be provided in two separate e-mails from ITIM.

e Enter the User ID and password. Immediately change the password. See
password guidelines in the next section.

e Allfirst-time users will need to read and accept the Rules of Behavior for ITIM.
These rules explain your responsibilities regarding your logon ID and
password. If you reject the Rules of Behavior, you will be redirected to the
logon screen and you will be unable to access the BMS application. Users are
encouraged to read the Legal and Privacy Notices that are specific to BMS.

e After the Rules of Behavior have been accepted, you will be directed to the
Answer Secondary Authentication Questions and Shared Secret page of ITIM.
You must answer at least three of the questions in order to access BMS.

o After these questions have been answered, you must enter a shared secret.
The shared secret is a value used to validate your identity should you require
assistance in resetting your password. Although this value is a secret, it is OK
to reveal the value to a LSA or help desk administrator when resetting your
account. The shared secret must be at least three characters long.
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e After the shared secret has been entered, click Next.
e A confirmation page will be displayed confirming that the following have been
completed:
o Fiscal Service Rules of Behavior Agreement and
o Secondary Authentication Questions.
¢ Click Return to Application to be directed to the BMS Welcome page
¢ When signing onto BMS in the future, the BMS Welcome page will be
displayed.

Password Guidelines

Passwords must be at least eight characters; only two of those characters may be
repeated. Passwords must include ALL of the following:

At least one uppercase letter

At least one lowercase letter

At least one number

At least one special character (examples: |@#$%"&*)

Example: P@s$Word1

Note: Passwords should not be stored on your hard drive even if there is a
‘remember password” feature. Your password should never be shared with anyone
else or used by anyone else. You are responsible for all activity that occurs under
your User ID.

Password Use and Suspension

e LSAs or users will be logged out after 30 minutes of inactivity on ITIM pages or
BMS pages.

o If auser or LSA attempts to perform a function on ITIM or BMS after 30
minutes of inactivity, the logon page will appear for the user to log on
again. The user should then log back in.

e LSAs or users will be suspended after three unsuccessful attempts to log on
and will need to contact an LSA to receive a temporary password. Temporary
passwords are system-generated and will be e-mailed by ITIM.

e Passwords will expire every 90 days. LSAs or users who have not changed
their password within 90 days will be automatically directed to the Password
Change Request page after logging onto BMS.

e BMS access will be inactivated after 90 days of inactivity and suspended
automatically after 12 months of inactivity. Please log on to the system
regularly to ensure your access is maintained.
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If you choose to change your password, go to BMS’s ITIM sign-on page
(https://req.fms.treas.gov/itimext) and choose Change Password in the upper
right corner.

e Passwords should not include information stored in the user’s profile.

e Anidentical password cannot be used for ten consecutive password changes.

e You should always exit BMS and ITIM by selecting the Log Out link. If the “X” is
selected on the upper-right corner of the browser, you will remain logged on for
a 30-minute period. After you log out, be sure to close the browser.

Forgot Password or Treasury User ID

If you have forgotten your password, go to the ITIM website and click on Forgot
Password.

Enter your Treasury logon (User ID). Click Next.

2. Answer the secondary authentication questions correctly and click Next. If the
secondary authentication questions are answered incorrectly, after the third
failed attempt you will receive notice that you must contact the LSA.

3. Enter and confirm your new password. Click Next.

Click Finish. Begin using your new password the next time you sign onto BMS.

5. Be sure to close all of your browser windows before logging into BMS again. If
you have forgotten your User ID, go to the ITIM website and click Forgot User
ID.

6. Enter your e-mail address and click Next.
7. Your User ID will be emailed to you by ITIM.
8. Click Finish.

LSA Functionality
LSA Roles and Responsibilities

1. Grants access to BMS and ITIM (IBM Tivoli Identity Manager) for other
employees at the financial institution.
¢ Require that you have at least one backup LSA to assist you in
performing security administration for BMS.

e As an LSA, you cannot change your own access. Another LSA must
change it for you.

2. Manage user accounts

e Issues a temporary password when other LSA or user has forgotten
his/her password.
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e Assigns a temporary password when other LSA or user has been
suspended. Passwords are suspended after three failed attempts to log
on.

e Inactivates password for other LSA or user who do not need access for a
short period of time. If someone temporarily leaves your department
and/or institution, he/she will continue to have access to the system
through the Internet and have an active password unless you inactivate
the password.

o Deletes users when another LSA or user leaves your financial institution.
This is important because passwords are not automatically suspended
until they have been inactive for 12 months.

LSA User Setup and Changes

To have access to BMS the user must have an identity created and then an account.
The user identity only gives the individual the user name and password. This
identity can be used for other Treasury applications. After the user has an identity,
an account is created which gives the user access to BMS.

Important Note: All users must have a unique email address. The application does
not allow an email address to be used more than once. A user can only have one
logon ID.

Setting Up An Identity

Sign onto ITIM (https://reg.fms.treas.gov/itimext).
Click on Organization > New External Identity.
Enter the user’s External information.

Select the Corporate tab.

a. In the Identity Organization field, click the Search button and search for
your financial institution’s ABA number. Select the radio button for your
ABA number and click the Add button.

b. Inthe Sponsoring Application field, select the Search button and search
for BMS. Select the radio button next to BMS (SSO) and click the Add
button and Done.

5. Select the Contact tab and enter the user’s contact information.

Select between Schedule for Now and Schedule for Later. Click the Submit
button.

P wnNe
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Once the identity has been created, the system will automatically generate the User
ID and the password. The creator of the identity will receive an email stating that
the add process in ITIM has completed. The owner of the identity (the actual user)
will also receive an email containing the user id and a separate email containing the
password.

If the Identity already exists because it was created in UPS for another application
(like TT&L Plus), there will be an item in the To-Do List saying Identity with Same
Name Already Exists. This must be approved and that user will now appear in ITIM
for an account to be created for them. The system determines that the identity
already exists based on matching the email address.

Creating an Account

Once a user has an identity, an account must be created for the user to have access
to BMS. The account setup must be entered by one LSA and approved by a second
LSA.

To Setup Account:

Sign onto ITIM (https://reqg.fms.treas.gov/itimext).

Select the Search menu and click on Person.

Enter the Search criteria and click Search.

Click on the Select link for the individual.

Select the Manage Accounts link.

Click on the New button.

Select the BMS radio button and click Submit.

To add someone as an LSA, set the Managed Organizations by clicking the
Search button and entering your institution’s ABA number. Click checkbox next
to your ABA, click Add, then Done.

9. For both an LSA and a user, add entitlements by clicking the Click to Modify
link.

10. In the ABA Number field, enter your institution’s ABA number.

11. For the Role, select LSA from the drop down for an LSA user. Select FI for any
other user within your organization.

12. Click Add and make sure it appears in the Existing table.

13. Click Save and Close.

14. Set the Schedule for Now or Schedule for Later and click Submit.
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To Approve Account:
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Sign onto ITIM (https://reg.fms.treas.gov/itimext).
ITIM displays Your To-Do List on the first page. Any pending requests will be
listed here.

3. Select the Account Approval link.

4. The Requestee is the person receiving the access to BMS. To view the access
role being granted (LSA or FI), select the View Request Data.

5. Click on the Approve link.

The user who the account was created for will receive an email from ITIM saying
that the account was successfully created.

Modifying an ldentity

Sign onto ITIM (https://reqg.fms.treas.gov/itimext).
Select the Search menu and click on Person.
Enter the Search criteria and click Search.

Click on the Select link for the individual.

Select the Manage Personal Info link.

Update information for the user.
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Updating personal information for a user will result in ITIM sending an email to that
user notifying them that their information has been updated.

Reset Password

A password can be reset for an LSA or user who has forgotten his/her password or
had it compromised.

Sign onto ITIM (https://reg.fms.treas.gov/itimext).
Select the Search menu and click on Person.
Enter the Search criteria and click Search.

Click on the Select link for the individual.

Select Manage Passwords link.

Click the Submit button.
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The user will then receive an email from ITIM with a temporary password. The user
will then need to reset the password the next time they log into BMS.
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Suspend, Restore, or Remove Access

An LSA or user can access BMS from any PC; therefore it is important to remove
access temporarily or permanently.

Suspend and Restore an LSA or User

If an LSA or user will be out of your financial institution for a period of time, their
access can be temporarily suspended. When the person returns, you can restore
that person again.

Sign onto ITIM (https://reg.fms.treas.gov/itimext).

Select the Search menu and click on Person.

Enter the Search criteria and click Search.

Click on the Select link for the individual.

Select the Manage Accounts link.

Select the checkbox for the line that has BMS as the Service.
Click the Suspend or Restore button.
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Remove Access

You must remove access for an LSA or user if he/she leaves your financial
institution.

Sign onto ITIM (https://reg.fms.treas.gov/itimext).

Select the Search menu and click on Person.

Enter the Search criteria and click Search.

Click on the Select link for the individual.

Select the Manage Accounts link.

Select the checkbox for the line that has BMS as the Service.
Click the Suspend or Restore button.
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Reports

An LSA user will be able to access reports directly in ITIM about their users. The
following reports are available.

e BMS Users and Roles Report
e BMS Suspended Accounts Report
e BMS Recertification Report
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